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Preface 


Tell me and I forget. Teach me and I remember. Involve me and I learn. 

— Benjamin Franklin 

To enable children learn with ease, it’s important to involve them and make learning enjoyable. It is often felt 
that children nowadays are tech-savvy (or rather gadget-savvy). But at the same time, we need to also ensure 
that they become familiar with the know-how of the technology. SmartByte, a new course in computer 
science designed for classes 1 to 8, lets them learn the concepts behind the technology and apply them. To 
make learning more engaging, it seamlessly integrates other subjects with computer science. It has a learner- 
centric practice-oriented approach and includes up-to-date developments. 

The course emphasizes on the tools and their uses which will help learners explore, comprehend, and apply 
rather than the user-manual approach followed in most computer science books. It covers open-source 
software programs, such as Tux Paint, Scratch, Python, GIMP, and Synfig, to provide children ample scope 
to experiment with computer programs. 

The salient features of the course are as follows: 

• Remember —a simple fact that learners should remember 

• Quick Tip —an alternative or short method to do an activity 

• Did You Know —an additional piece of information related to a topic 

• Checkpoint —in-text questions to assess the learner’s understanding 

• Quick Learn —a short activity linking a concept to its application 

• Key Terms —list of important terms 

• Project —activities to encourage application of the concepts in real-life situations and link computer 

science to other subjects 

• Lab Activity —activities to enhance learning by doing 

• Explore More —gives learners opportunities to go beyond the textbook 

• Notes for the Teacher —useful tips for the teacher 

The course is supplemented with comprehensive teacher’s manuals with teaching aids to facilitate classroom 
transactions. Further, an easy-to-use learning app provides children support material and gives them instant 
access to learning and assessment resources. 

The course will surely help children assimilate the concepts with ease and make learning of computer science 
enjoyable. 



Key Features 


Remember 

On the Zoom Slider, 
you can increase the 
view size by clicking 
on (+) and decrease 
the view size by 
clicking on (-). 


A useful, simple fact that 
learners should remember 


An additional piece of 
information related to a topic 


|* Did You Know? 

The touch-enabled 
devices have a touch 
sensor over the glass 
screen. It helps the 
user to give input. 



Quick Learn 

There are various 
stamps of animals 
under the Stamp 
tool. Sort them 
into herbivores, 
carnivores, and 
omnivores. 



An alternative or short 
method to do an activity 


A short activity linking a 
concept to its application 



Quick Tip ^ 

Remember the following 
keyboard shortcuts— 

Align Left: Ctrl + L 
Center: Ctrl + E 
Align Right: Ctrl + R 
Justify: Ctrl + J 



Complete the following table by writing the task or 
keyboard shortcut. 


Task Keyboard Shortcut 

To open a new file 



Ctrl + O 

To save a file 


To close the file 



Ctrl + P 
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In-text questions to assess 

learners’ understanding 
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Font 


Formatting 

Highlighting 

Alignment 

_ 


-A 


A set of characters, numbers, or symbols 
designed in a particular style with a given size 

Changing the appearance of the text in a 
document 

Adding a coloured background to the selected 
text 


f \ 

List of important 
terms 

V_/ 


A way of positioning the text along the left and 
right margins 


Application-based Questions 




1. Saira's father is a software engineer. He has a laptop that 
has run out of the storage space. How can he increase the 
storage space? Which device(s) can he connect to do so? 


Assignments to check 
the application of the 
concepts taught 




f 

Enhances learning by doing 

«._- 


Lab Activity . 

1. Draw the water cycle using different tools and colours in 
Tux Paint. 

2. Create a scene of any place, such as a market, 
playground, or garden in Tux Paint. You can use the 
combination of various tools. Label the things you have 
drawn. 


Project . 

1. Given below are some machines. Write the input, processing, 
and output stages of the following machines. Collect the 
pictures of these machines from newspapers or magazines 
and paste them on a chart paper. 

a) Washing machine b) Calculator c) Music System 
d) Sharpener e) Toaster 




|-| 

Useful tips for the teacher 
_ I 


Encourages application 
of concepts in real-life 
situations and links 
computer science with 
other subjects 


Notes for the Teacher 

> Encourage students to write paragraphs on different subjects in Word. 

> Demonstrate how to cut, copy, and paste text and how it saves time. 
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CHAPTER 

1 


Computer System 



After going through this chapter, you will be 
able to— 

• define the computer system; 

list the input, processing, storage, and output 
devices; and 

tell the functions of the devices. 


It is Sunday, and Samneet's mother is preparing banana shake 
for him. He keenly observes his mother preparing the shake in 
the following manner— 

• She puts banana slices, sugar, and milk in the blender. 

• The blender processes them. 

• She then gets the banana shake. 

His mother tells him an interesting thing— 

'A computer system works almost in the same way as a 
blender.' 

She then explains to him, 'A computer system first takes input just like the blender took 
the banana slices, sugar, and milk, and then processes it. It then gives us the output 
just like the blender gave us the sweet banana shake.' 

'Let's know all about it. But first let me tell you what a computer system is,' she tells 
Samneet. 














Both of them have the banana shake. Samneet finds it tasty. He is happy. His mother 
takes him to another room where a computer is placed. She starts explaining all about 
the computer. 

Computer System 

A computer is an electronic machine that takes input, manipulates it, and produces the 
output. Today it is impossible to think about doing anything without computers. It is 
considered to be a wonder machine. 

A computer is made up of several units. Each of these units is designed to perform a 
specific task. However, none of these units can function independently. All these units 
are integrated together to form a computer system. 

There are four basic units of a computer system— 

• Input devices • Processing device 

• Output devices • Storage devices 



Fig. 1.1 Basic units of a computer system 


Input Devices 

Input devices are the devices that are used to enter data and instructions into a 
computer system. These devices allow communication between the user and the 
computer system. Keyboard and mouse are the most common input devices. Let us 
know about some more input devices in detail. 

Keyboard 

'You must be familiar with this,' Samneet's mother asks him, pointing towards the 
keyboard. 

'Yes, this is a keyboard,' he replies. 

'Let's know more about it.' 

A keyboard is used to give instructions to a computer system. It has a number of 
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keys on it. These keys are divided into various 
categories—alphabet keys (A to Z), number keys (0 
to 9), function keys (FI to FI 2), special keys (Ctrl, 

Alt, Del, and Space bar), and cursor-control keys (up 
arrow, down arrow, left arrow, and right arrow). 

A keyboard can be wired or wireless. A wired 
keyboard has a cable that is connected to the CPU. Wireless keyboards are connected 
to computers using the Bluetooth and infrared technologies. 



inm 


n 

1 V \ A^AWWW \ 

EEB 



Nvf^Vffr 

rfh 

x. 



Fig. 1.2 Keyboard 


Mouse 


'Do you know what this is?' Samneet's mother asks him 
pointing to the mouse. 

'Yes, a mouse,' he replies. 

'Can you tell me more about it?' she asks Samneet. 

A mouse is a pointing device that is used to point at, 
select, and move items on a computer. It is also used to 
control the movement of the cursor. A mouse generally 
has two buttons and a scroll wheel. The scroll wheel is 
used to move a page up and down. 

Touchpad 

'Do you remember your father has a laptop and he uses it 
without a computer mouse?' Samneet's mother asks him. 

'Yes. But how can he select items, and scroll down on the 
computer screen without a mouse?' he asks. 

'He does it with the help of a touchpad. It is similar to a 
mouse. Let's know about this,' she replies. 

A touchpad is a pointing device that is used on laptop 
computers. It works by detecting the movements of fingers. 
We can point at, select, and move objects on a computer by 
moving our fingers on the touchpad. 



Stylus 


Fig. 1.4 Touchpad 


'Have you ever noticed your father using his tablet?' Samneet's mother asks him. 

























Samneet replies that he has seen his father using a type of 
pen, instead of fingers, on the tablet. 

That pen-like thing is a stylus,' his mother says. 

A stylus is a small pen-shaped device. It is used to enter 
commands on a computer monitor, smart phone, or tablet 
computer. 


Did You Know? 

A barcode reader is 
also an input device. 

It scans the bar codes 
present on products. 



Scanner 

Now Samneet's mother has a surprise for him. 

'Sometimes, we write something on a piece of paper, use a machine, and instantly the 
written information from the piece of paper starts showing on the computer?' 

'How is it done?' Samneet is amazed. 

'With the help of a scanner. Let's learn about it,' she replies. 

A scanner is used to duplicate text or images onto a computer and converting them 
into a form that a computer can use. There are three types of scanners—flatbed, 
handheld, and sheetfed. 


Graphics Tablet 

Samnneet's mother tells him that there is a device that we can use to draw images and 
display on the computer. 

'This is called a graphics tablet,' she says. 

She then explains that a graphics tablet is an input device that is used to draw images 
with a stylus. The tablet is connected to a computer, and the stylus is attached to the 
tablet. The computer converts the images drawn on the tablet into digital forms and 
displays them on the screen. 

\ 

Fig. 1.5 Stylus 
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Microphone 

'Do you remember the last time we took you to a music concert?' Samneet's mother 
asks him. 

'Yes, we were in the last row, far away from the singer,' replies Samneet. 

'Did you notice that despite being far away from the singer, we were able to listen to 
her?' Samneet's mother asks him. 

Samneet now wonders how they could listen to the singer. 

'That was because of a microphone along with speakers,' his mother tells him. 

A microphone is used to input sound into a computer system. It can be used to record 
voice and music. A special hardware device is used in computers that converts the data 
received from the microphone into a form that is understood by the computer. 


Digital Camera and Web Camera 

'Have you ever observed your father talking to someone 
on a computer face to face?' Samneet's mother asks him. 

'Yes, I think that must be a video camera that he uses,' he 
says. 

'Yes, that is a web camera. Let me tell you more about it,' 
she says. 

A web camera is attached to a computer for clicking 
images and capturing videos. It can be used in video 
conferencing. Laptops have built-in web cameras. 


Did You Know? 

A sensor is an input 
device that responds 
to the input received 
from the physical 
environment, such as 
heat, light, motion, 
and pressure. 


A digital camera is used to take pictures and record videos. The camera can be 
connected to a computer. The pictures and videos can then be transferred from the 
camera to the computer. 



Fig. 1.8 Microphone 



Fig. 1.9 Web camera 



Fig. 1.10 Digital camera 











Processing Device 

Samneet's mother tells him that just like a blender, a computer 
also processes the input given to it by us. 

She explains that the central processing unit or CPU is the main 
processing device of a computer. It is also known as the brain of 
the computer. 

She tells Samneet that there are three main parts of a CPU cabinet. 

Arithmetic and logical unit (ALU) —The ALU performs the calculations and executes all 
the instructions. 

Control unit (CU) —The CU controls all the operations of a computer system. It 
coordinates with the other devices to have a continuous flow of data and instructions. 

Memory unit (MU) —This unit stores the data and instructions temporarily or 
permanently. 



Checkpoint 


Answer the following questions. 

1. Name any five input devices. 

2. How is a wireless keyboard connected to a computer? 

3. What is a stylus? 

4. Which computer unit is ALU a part of? 

5. What is the full form of MU? 

Storage Devices 

Our brain stores a lot of information for us. It helps us remember many things. Memory 
enables our brain to store information. Just like us, a computer also needs memory to 
store data and information. Memory refers to the location where the data is stored for a 
short period of time. 

Samneet's mother then further explains to him that storage is the component that lets 
you store data for a long period of time and also allows you to access the data. The 
devices that are used to store data permanently are called storage devices. This data 
can also be retrieved from the storage devices, whenever required. 
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Binary Digits 

'Now tell me, would you understand if I keep talking to you in some other language 
that you don't know?' Samneet's mother asks him. 

'No, how can I understand a language that I don't know,' says Samneet. 

'Exactly! In the same way, a computer also understands only one language. Let me 
explain to you,' she replies. 

A computer understands only two digits—0 and 1. The data entered into a computer is 
first converted in the Os and Is format so that it can understand the data. These digits 
are known as binary digits or bits. 

A sequence of eight bits is called a byte. A byte is a unit of measurement of computer 
data. It is denoted by the letter B. There are some higher units of measurements of 
computer memory, which are listed below. 


1024 bytes 

1 kilobyte (KB) 

1024 KB 

1 megabyte (MB) 

1024 MB 

1 gigabyte (GB) 

1024 GB 

1 terabyte (TB) 

1024 TB 

1 petabyte (PB) 

1024 PB 

1 exabyte (EB) 

1024 EB 

1 zettabyte (ZB) 

1024 ZB 

1 yottabyte (YB) 

1024 YB 

1 brontobyte (BB) 


Samneet's mother now tells him that there are two types of 
computer memory—primary and secondary. 


Quick Learn 

All the components 
of a CPU cabinet 
connect to a printed 
circuit board called 
motherboard. Find 
out where the 
motherboard is 
located. 


Primary Memory 

The primary memory, also known as the internal memory 
or main memory, is the in-built memory of a computer. 
This memory is directly accessed by the CPU. The data 
stored in the primary memory gets erased when the 
computer is switched off. Hence, it is also referred to as 
the volatile memory. The primary memory is divided into 
two categories—RAM and ROM. 


Did You Know? 

Magnetic tapes and 
floppy disks were 
used to store data 
and information. 



















RAM (Random-access Memory) 

The random-access memory is a volatile memory that stores the data 
temporarily. The data is lost when a computer is switched off. It is a 
read/write memory as the instructions can be written into and read 
from it. 

ROM (Read-only Memory) 

The read-only memory stores the data permanently. It retains 
its content even when the computer is switched off. Thus, it is 
referred to as the non-volatile memory. The data can only be read 
from the ROM and is not erasable. 

The CPU can also directly access the read-only memory. ROM stores the basic input- 
output system (BIOS) instructions that are needed to load the operating system when a 
computer is switched on. 

Samneet makes notes on the types of ROMs available on his exercise book as follows. 

Programmable read-only memory (PROM) —It is a type of ROM in which data can 
be written only once and cannot be erased. The difference between ROM and PROM 
is that instructions are stored in ROM during the manufacturing, while a PROM is 
manufactured as blank. A PROM programmer is required to write data onto a PROM. 

Erasable programmable read-only memory (EPROM) —It is a type of PROM in which 
data can be erased using ultraviolet light. 

Electrically erasable programmable read-only memory (EEPROM) —It is a type of 
PROM in which data can be erased using electrical signals. 

Secondary Memory 

The storage capacity of primary memory is limited and 
is not sufficient to hold a large volume of data. Hence, 
secondary memory is used to store data. 

The secondary memory, also known as the external or 
auxiliary memory, is a non-volatile memory that is used to 
store the information and data permanently. Floppy disk, 

CR-ROM, DVD, hard disk, Blu-ray disc™, and flash drive 
are some examples of secondary storage devices. 


Did You Know? 

CD-ROM, DVD, 
and Blu-ray disc™ 
are optical storage 
devices. An optical 
storage uses a laser 
beam to read and 
write data. 





CO-ROM 


CD-ROM stands for compact disk read-only memory. It is a circular disc 
that can store up to 700 MB of data. It can store text, images, audios, 
and videos. A CD-ROM drive is required to play a CD on a computer. 



OVD 

DVD stands for digital versatile disc. It looks like a CD, but has a 
higher storage capacity. It can store up to 4.7 GB of data. To play a 
DVD on a computer, DVD-ROM drive is required. 

Blu-ray Oise™ 

A Blu-ray disc™ is the successor of DVD that can store up to 128 
GB of data. It is used to store high-definition audio and video files. 
It was developed by a group of companies called the Blu-ray disc™ 
Association. A Blu-ray reader is required to use a Blu-ray disc™. 


Fig. 1.14 CD-ROM 



Fig. 1.15 DVD 



Hard Disk 

A hard disk comes pre-installed and is the main storage area 
of a computer. It can store a large volume of data. The storage 
capacity ranges from computer to computer. Nowadays, external 
hard disks are also available in the market. These disks are 
portable and can be carried from one location to another. 



Fig. 1.16 Blu-ray disc 


Fig. 1.17 Hard disk 


Flash Drive 


A flash drive, also known as a pen drive, is a small, 
portable, and lightweight storage device. It is connected 
to a computer by a USB (universal serial bus) port and is 
used for copying and moving data from one computer to 
another. A flash drive can store data up to 4 TB. 



Fig. 1.18 Flash drive (pen drive) 


Output Devices 

'What did you get after putting banana slices, milk, and sugar into the blender?' 
Samneet's mother asks him. 

'A glass of delicious banana shake,' he replies. 

She then explains to Samneet that in the same way, a computer also gives an output. 
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There are devices that we can use to produce output. Let's learn about them,' she 
says. 

Output devices are used to display the results produced by a processor. The most 
common output devices are monitor, printer, and speaker. Projector and plotter are 
some other examples of output devices. 


Monitor 


'What is this?' Samneet's mother asks him, pointing at the monitor. 

'It looks like a TV,' Samneet replies. 

'It is a monitor,' his mother says. 

A monitor looks like a television and displays the work done by a computer. There are 
different types of monitors available in the market. 

CRT —CRT stands for cathode ray tube. CRT monitors are inexpensive but consume 
high power and electricity. 

LCD —LCD stands for liquid crystal display. LCD monitors are thinner and lighter in 
weight. They consume less power. 

LED —LED stands for light emitting diode. LED monitors looks like LCD monitors but 
give better picture quality. 





Fig. 1.19 CRT monitor 


Fig. 1.20 LCD monitor 


Fig. 1.21 LED monitor 


Speakers 

'I know these are speakers,' Samneet says when his mother 
points at them. 

Let's learn more about the speakers. 

Speakers are used to listen to music and other sounds. They 
can be connected to a computer through a cable. Laptops 
come with internal speakers. However, external speakers can 
also be connected to enhance the sound quality. 



Fig. 1.22 Speakers 
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Printer 

Samnnet's mother now tells him about a printer. 

A printer is used to print the output produced by a 
computer on a sheet of paper. The output produced is 
called the hard copy. There are different types of printers. 

Dot matrix printer^A dot matrix printer uses rows of 
needles, which make a pattern of the required character 
on paper with an ink ribbon. These printers are cheap but 
are very slow. They do not produce a high-quality output. 


Did You Know?! 

A plotter is similar 
to a printer, but it is 
used to print bigger 
drawings such as the 
design of a car or 
house. 


Inkjet printer^An inkjet printer sprays quick-drying ink onto a sheet of paper by 
forming the required character. These printers work faster than dot-matrix printers. They 
are expensive and produce a good-quality output. 


Laser Printer— A laser printer uses a laser beam to print onto papers. These printers are 
very expensive. They are faster than inkjet printers and give a high-quality output. 



Fig. 1.23 Dot-matrix printer Fig. 1.24 Inkjet printer 


Fig. 1.25 Laser printer 


Projector 

'Do you remember we went together to watch a film in I 
cinema hall?' Samnnet's mother asks him. I 

'Yes, but there the screen was bigger than our TV screen,' I 
he replies. I 

'Yes, they use projector for that. Let's know about that,' 
she replies. 

Projectors are used to display output on a bigger screen. They 
must be attached to the computer to give the output. 


Quick Learn 

Find out how input 
and output devices 
are connected to a 
CPU. 




Fig. 1.26 Projector 








4. CRT 


5. BIOS 


6. TB 


Write the full forms of the following. 

1. DVD 2. USB 3. CD-ROM 


K 


Bit 


Byte 

Volatile memory 


"\ 


The smallest unit of data 
A sequence of eight bits 

The memory that loses its content when a computer is 
switched off 


Non-volatile memory The memory that retains its content even when a computer 

is switched off 

V_ J 


Recap - 

• A computer system is made up of four basic units—input devices, output 
devices, processing device, and storage devices. 

• The input devices are used to enter data into a computer. 

• Keyboard, mouse, scanner, microphone, touchpad, stylus, web camera, and 
digital camera are a few examples of input devices. 

• The CPU is known as the processing device. It is divided into three parts—ALU, 
CU, and MU. 

• The arithmetic and logical unit (ALU) is responsible for performing all the 
arithmetic and logical calculations. 

• The control unit (CU) is responsible for coordinating and controlling the 
operations of a computer system. 

• The memory unit is responsible for storing the data and instructions. 

• The storage devices are used to store the data permanently. 

• The computer understands only two digits—0 and 1. These digits are known as 
binary digits. 

• A byte consists of eight bits. It is the unit for measuring the computer data. 















• Computer memory is divided into primary memory and secondary memory. 

• The primary memory is the main memory. It is further divided into RAM and 
ROM. 

• RAM (random-access memory) is a volatile memory that temporarily stores the 
data. 

• ROM (read-only memory) is a non-volatile memory that permanently stores the 
data. 

• The external memory is known as the secondary memory. 

• CD-ROM, DVD, Blu-ray disc™, hard disk, and flash drive are the secondary 
storage devices. 

• The devices that display the work done by a computer are called output 
devices. Monitor, speaker, printer, and projector are some examples of output 
devices. 


Exercise 


A. Choose the correct options. 

1. Which of the following is an input device? 

a) Printer b) Scanner c) Speaker d) Projector 

2. Which of the following is an output device? 

a) Microphone b) Monitor c) Mouse d) Joystick 

3. Which of the following is not a secondary storage device? 

a) DVD b) Pen drive c) Blu-ray disc™ d) RAM 

4. Which of the following devices has the highest storage capacity? 

a) CD b) Blu-ray 

c) DVD d) None of these 

5. Which of the following is not a type of ROM? 

a) EPROM b) PROM c) EEPPROM d) EEPROM 
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B. Write T for true or F for false. 

1. CAM and RAM are the two types of primary memory. 

2. A pen drive is a storage device. 

3. RAM is a non-volatile memory. 

4. A byte is the smallest unit of measurement of computer data. 

5. External memory is also called secondary memory. 

6. A CD-ROM drive is required to play a CD. 


C. Fill in the blanks. 

1. Mouse and web camera are_devices. 

2. The_unit of the CPU cabinet coordinates with all the other devices. 

3. _is the processing device. 

4. _MB is equal to 1 GB. 

5. _and_are the two binary digits. 


D. Answer the following questions. 

1. Name any two input devices. Also, write their functions. 

2. What are the types of internal memory? 

3. What are the different parts of a CPU unit? 

4. What is the need for secondary memory? Name any three secondary storage devices. 

5. What are output devices? Explain with examples. 

Application-based Questions . 

1. Neha has a hard disk of 1 MB capacity, and Samaria has a hard disk of 1 TB 
capacity. Answer the following questions: 

a) Whose hard disk has higher capacity? 

b) What does MB and TB represent? 

2. Rahul wants to take a bigger print of a design created by him. Which device 
should he use? 

3. Name some devices (other than computer and laptop) that have a CPU in them. 
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Lab Activity . 

1. List the input, output, and secondary storage devices being used in your lab. 

2. Visit your computer lab, and find the storage capacity of the hard disk installed. 

3. Take the help of your teacher and learn to play a CD and DVD on a computer. 

Project . 

1. Make a list of input and output devices other than those given in your book. 
Also, write the function of each device. 

2. You must have seen a debit or credit card. The back of the card contains a 
black strip. This strip is called the magnetic strip. It contains some important 
information, such as the ATM PIN and bank account details. Find out the 
device that is used to read that information. What is the device called and 
where is it used? 

(You can take the help of your parents and teachers.) 

Explore More . 

• What are sensors? Where are they used? 

• What is a QR code? What are the devices that can be used to read a QR code? 

Weblinks . 

• https://www.informationq.com/computer-input-and-output-devices/ 

• https://www.bbc.eom/education/guides/z7rk7ty/revision/1 

• https://www.bbc.eom/education/guides/z7rk7ty/revision/2 

Notes for the Teacher 

> Explain the input, output, processing, and storage devices by giving suitable 
examples. 

> Give examples of the devices other than those listed in the book. 

> Explain how to play a CD and DVD. 

> Demonstrate the steps to copy and retrieve data from a pen drive. 
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Using Windows 10 
Operating System 



After going through this chapter, you will be 
able to— 

work with Windows 10; 
create, save, and open a new file; 
create a new folder and open it; 
use the This PC icon; and 
create a shortcut icon. 


John's elder brother, David, is working on his phone. He seems to be very busy with his 
task. John approaches him to know what he is doing. 

'What are you working on?' John asks David. 

'Well, my smartphone's operating system has just crashed. I am reinstalling it,' David 
says. 

'Does a smartphone also has an operating system?' John asks David. 

'Yes, a smartphone has an operating system. But how do you know about operating 
system?' David now asks John. 

'I learnt in my previous class that a computer has an operating system,' replies John. 
Why do we need an operating system on a computer?' David asks John. 

John then explains the need for an operating system. 

'We need something to power up computers. As a computer is just a machine, it 
will not work until some instructions are given to it. These instructions are given to a 
computer by an operating system, which performs all the main tasks, such as providing 
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a user with a medium to interact with the computer and connect to devices, for 
example, a printer.' 

'Do you know that there are many operating systems available?' David asks. 

'Yes,' replies John. 

'Can you name some of them?' David asks him. 

John then names some of the operating systems as follows— 

Microsoft Windows, macOS, and Linux-based operating systems, such as Ubuntu, Unix- 
like operating systems, such as Android and iOS, and Unix-based operating systems, 
such as Solaris. 

'I have studied about Microsoft Windows in class 3,' John says. 

'That's good. Tell me more about it,' says David. 

John presents a brief account of Windows operating system. 

'Microsoft Windows is one of the most popular operating systems available for 
platforms, such as desktops and tablets. It is developed and released by Microsoft. 
Popular versions of MS Windows include Windows XP, Windows 7, and Windows 10. 
Windows 10 is the latest version.' 


This PC Icon 

David now explains the This PC icon and its various 
components to John. 

He informs John that this icon replaces the My Computer 
icon in Windows 8. It contains all the drives and folders. 

He opens the This PC icon by double-clicking on it. 



Quick Tip 

To open any program 
or application, just 
double-click on it. 
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Fig. 2.1 This PC window 







John notices that the This PC window is divided into two sections—main window and 
left section. 

David tells him to remember these points— 

• The backward and forward buttons are used to navigate backward and forward from 
a folder. (The terms 'file' and 'folder' will be explained later in this chapter.) 

• The address bar can also be used to move to a particular folder by clicking on its name. 

• The search box allows us to quickly search the files and folders by typing the name in it. 

• This PC is displayed in the left section along with other tools, such as Quick Access, 
One Drive, and Network. 

Quick Access Toolbar 

David tells John that the files and folders that have been recently visited are displayed 

in the Quick Access Toolbar. 

'Why do we need the Quick Access Toolbar?' John asks. 

'Using this, you can access various things easily,' David replies. 

David then explains to John that the Quick Access Toolbar gives the user an access 
to the system properties via Properties and allows the user to create a new folder via 

New Folder. 

He also tells John that we can also customize the Quick Access Toolbar by clicking on 

Customize Quick Access Toolbar. 

'It allows you to add tools to the Quick Access Toolbar,' David says. 

John notices the computer icon. David tells him that it lets us do different things, such 

as Restore, Minimize, and Close This PC. 

Ribbon 

David clicks on File and opens a new window. 

'How did you quickly open a new window?' John asks. 

'Using the File tab, which is a part of the Ribbon,' David replies. 

David then tells John about the Ribbon. 

• It will give you an access to File, Computer, and View. 

• Clicking on File will allow you to do tasks on the window, such as Open new 
window, Change folder and search options, Help, and Close. 

• Clicking on Computer will allow you perform tasks on the window, such as 

Properties and Access media. 

• Clicking on View will allow you to change layout, show/hide items, and so on. 
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File and Folder 

David tells John that a file is a collection of data, 
information, or work performed on a computer. It can 
be a text, a video, an audio, an image, or a program 
file. 

He further adds that a folder is a storehouse or bag for 
storing files of the same or different types. 

'Storing files in folder helps us keep our work 
organized and makes it look neat and clean,' David 
tells John. He further tells that a folder can also contain 
other folders inside it. These other folders are called sub¬ 
folders. Creating a folder is a way to sort and arrange 
files in a systematic order, which makes searching for files 
easier. It is just like your book rack where you keep your 
books segregated subject-wise into English, science, and 
so on. 


Quick Learn 

Right-clicking on any 
program or application 
will allow you to do tasks 
such as Open, Edit, and 
Create shortcut. 


Did You Know? 

Microsoft was 
founded by Paul Allen 
and Bill Gates on 
April 4, 1975. 



Opening an Application 

David explains the following steps to open an app or a file. 

1. Click on the Start Q button. 

2. A menu appears. Now click on the desired file or 
application, and press the Enter key. The file gets opened. 

He tells John that we can also double-click on an item to 
open it. 



Fig. 2.2 Opening a file 


Creating a File 

David informs John that a Word document is also a file. 

'Let me explain to you the steps to create a new file in a 
drive,' tells David. 

1. Right-click anywhere in the empty space of the New 
Volume drive. 

2. A drop-down menu will appear. Click on New. 



Remember 

The first screen that 
you see when a 
computer is switched 
on is called the 
desktop. 












3. Another drop-down menu will appear. Click on any item other than Folder and 
Shortcut. In this case, we select Microsoft Word Document. 

4. Give the file a name and press Enter or click anywhere. 

The file gets created. 

'See how easily it can be done! Similarly, you can create other files as well,' says David. 
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Fig. 2.3 Creating a new file 


Creating a Folder 

'It is very difficult to search for any file if there are many 
files of the same type,' David says. 

'Is there any way to do that easily?' John asks. 

'Yes, there is. You can create folders for that,' David says. 

David then shows John how to create a folder. 

1. He opens the New Volume drive. 

2. He right-clicks on an empty area on the drive. 

3. A context menu appears. He points to the New option and selects the Folder option 
from the sub-menu. 

John then quickly types in the name of the folder. 

David tells John that files can be added to it and sub-folders can also be created in the 
same way. 


Quick Tip 


To open a folder, 
double-click on it. 
























Fig. 2.4 Creating a new folder 


Renaming a Folder 

'I want to rename the folder. Can I do that?' John says. 

'Yes, of course, you can,' David replies. 

David then guides John through these steps to rename a 
folder. 

1. Right-click on the folder. 

2. Select the Rename option from the context menu, and 
type in the new name for the folder. 

3. Press the Enter key or click on an empty area. 



Quick Tip 

To rename any folder 
or file, just click on it 
and press the F2 key. 
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Fig. 2.5 Renaming a folder 






























Checkpoint 




Answer the following questions. 

1. Where can you find a list of the entire disk drives, their content, and hardware 
devices connected to your computer? 

2. What is the need for the Quick Access Toolbar? 

3. Differentiate between a file and a folder. 

4. How does creating a folder help us? 


File Explorer 

Now David tells John about an application that can be used to access, edit, and 
manage all our data files. 

File Explorer is a file manager application for accessing, editing, and managing data, 
files, and other contents in a computer. It is a component of the operating system. It 
was previously known as Windows Explorer. 


Creating a Shortcut Icon 

'Do you know that you can even create a shortcut icon for 
any file or folder?' David asks. 

'But why do we need to create that?' John asks. 

'You can create shortcut icons to easily access important 
files or folders. It saves time searching for a particular file/ 
folder,' David replies. 

'Oh I see! Can you explain to me how to create one?' John 
asks. 



Quick Tip 

To open File Explorer, 
press Windows 
and E keys together. 


David then explains to John the steps to create a shortcut icon. 

There are two methods to create a shortcut icon. You can create it on the desktop as 
well as in the drive. 


Creating a Shortcut Icon on the Desktop 

John then follows these steps as told by David to create a shortcut icon of any folder 
on the desktop. 
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1. He selects a folder for which he wants to create a shortcut 
icon and right-clicks on it. 

2. A pull-down menu appears. He points to the Send to 
option. 

3. He clicks on Desktop (create shortcut) from the sub¬ 
menu. 

David tells him that the shortcut icon gets saved on the 
desktop. 

icon on the desktop 



Fig. 2.6 Creating a shortcut 


Creating a Shortcut Icon in a Drive 

Now John creates a shortcut icon of a folder in the New Volume drive. 

1. He selects a folder and right-clicks on it. 

2. A pull-down menu appears. He clicks on Create shortcut. 

The shortcut icon gets saved in the New Volume drive. 


Checkpoint 




Answer the following questions. 

1. Name the new default browser of Windows 10. 

2. Write the shortcut for opening File Explorer. 

3. What are the pictures that we see on a desktop called? 

4. You have deleted a file. Where can you find that file? 

5. Why do we sometimes need to create a shortcut icon for a file or folder? 


K 




File 

Folder 

Recycle bin 

Desktop 

Booting 


A collection of data or information in the form of text, video, audio, 
image or program 

A bag for storing files for easy access and consisting of files and sub¬ 
folders 

A folder where deleted files get stored 

The first screen that appears after the booting process 

The process that starts when we switch on a computer 
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Recap 


• On switching on a computer, booting starts and when it is over the desktop 
screen appears. 

• Desktop contains icons that may be shortcuts for programs, such as Recycle Bin 
or any folder/file. 

• This PC replaces My Computer in Windows 10 and contains a list of all the drives 
for easy access. 

• Folders are made to keep files logically grouped (a folder for history homework 
files, for example) so as to make it easier to locate files. 

• The files that are not deleted get stored in the Recycle Bin. It is like a dustbin 
which has to be regularly emptied. 


Exercise 



A. 


Choose the correct options. 

1. The process that starts on switching on a computer is called_ 

a) Starting b) Booting 

c) Programming d) Switching 

2. _are the small graphical images or pictorial representation of 


programs, 
a) Icons 
c) Graphics 

3. A/An_ 

a) folder 
c) disk 


b) Images 
d) None of these 

is a collection of information and data. 

b) application 
d) file 













4. An application that manages all the files and folder in an organized manner is 

called_. 

a) Windows Explorer b) File Explorer 

c) File Manager d) All of these 

5. Which of the following is a storehouse for storing files for quick access? 

a) Recycle Bin b) Folder 

c) Icons d) None of these 

B. Write T for true or F for false. 

1. A shortcut on the desktop is the path to a folder. i 

2. Single click on the left-hand mouse button opens a file. ■ 

3. It is not possible to place sub-folders inside a folder. j 

/. 

4. Recycle bin is like a dustbin. ■ 

I 

/. 

5. A file opens by double-clicking on it. : 

C. Fill in the blanks. 

1. The deleted files and folders go into the_. 

2. A_is like a container that can contain multiples files and folders. 

3. The keyboard shortcut to open the Windows Explorer is_. 

4. The_key is used to rename a file or folder. 

5. _is the default browser in Windows 10. 

D. Answer the following questions. 

1. List the features of Windows 10. 

2. Write the steps to create a folder on the desktop. 

3. How can you create a shortcut for any file on the desktop without going to the 
drive where the file is located? 

4. Write a few lines about the ribbon available in the This PC icon. 

5. Define the following terms— 

a) Operating system b) Multitasking c) Icons 

d) Files and folders e) File Explorer 
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Application-based Questions . 

1. Aleena is switching on her computer, but the booting process is not executing. 
What should she do to resolve the issue? 

2. Abhijeet is looking for a document file in the New Volume drive. He finds that 
there are so many document files in the drive and locating a particular file is 
very difficult. What can he do to have an easy access to the files in the system? 

Lab Activity . 

1. Create a folder in the New Volume drive, and then create a shortcut in the drive 
and on the desktop. 

2. Open a Word document and save it by the name 'Document 1'. Now right-click 
and perform different tasks and note them down in your exercise book. 

Project . 

1. Learn about operating systems and the different types of operating systems 
used around the world. 

2. Make a comparison between the popular versions of MS Windows. 

Explore More . 

Details about Windows and Bill Gates can be searched on the internet. Interesting 

facts and pictures can be noted in your exercise book. 

Weblinks . 

• https://www.britannica.com/technology/Windows-OS 

• https://msdn.microsoft.com/en-us/library/windows/desktop/ms632597(v=vs.85). 
aspx 

• https://www.biography.com/people/bill-gates-9307520 

Notes for the Teacher 

> Explain the features of the popular operating systems. 

> Demonstrate how to create, open, rename, or delete a file or folder. 
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f After going through this chapter, you will be 

• Draw interesting sceneries, charts, posters, and 
objects in Tux Paint and 

• Write text on a drawing created in Tux Paint. 


Mishika and Isha have been promoted to class 4. Last year, once when Mishika visited 
Isha's house, her elder brother taught them Tux Paint. 


Since then Mishika started working on Tux Paint. But she wants to know what else 
she can do on it. On one Sunday, she visits Isha's house to take the help of her elder 
brother, Dev. 


'Hello, Isha and Dev, how are you?' asks Mishika. 

'Hi Mishika, we are fine!' says Isha. 

'Hey, I need some help from Dev regarding Tux Paint,' says 
Mishika. 

'How can I help you?' asks Dev. 

'I want to learn more about Tux Paint,' says Mishika 

'OK. But before starting to learn more about Tux Paint, 
let's revise what we already know,' says Dev. 

Isha, Mishika, and Dev then sit together in front of the 
computer. Dev then does a quick revision of Tux Paint with 
them. 


Did You Know? 

Tux Paint was started 
as a project in 2002 
by Bill Kendrick 
who maintains and 
improves it with 
numerous volunteers 
around the world. 


Mishika and Isha know that Tux Paint makes painting and drawing more interesting and 
creative for students. It is extensively used in schools to teach students how to develop 
the art of drawing. It is an open-source software program. 
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Dev opens Tux Paint. 

'Mishika, do you know what are the different parts of Tux 
paint?' asks Dev. 

'Yes of course ...' says Mishika. 

Then Mishika explains different parts of Tux Paint. 

Parts of Tux Paint Window 

Tux Paint is divided into three parts—left, right, and 
bottom. 



The left side contains Tools, the right side contains Brushes, Stamps, Letters, and so 
on specific to Tools, and the bottom part contains Colors. 

Dev gives them a brief account of all the tools. 



1 . Paint \ —Used to start painting on the blank page/canvas 


2. Stamp — Used to insert stamps on the canvas 


Stamp 


3. Lines — Used to make lines of different thicknesses, sizes, shapes, and varieties 

Mines 

4. Shapes —Used to make different 2D figures with different colours 

Shapes 

5. Text Abe —Used to type on the canvas 

Text J 1 


28 

(F 5 























6. Label E^| —Used to move, edit, and change the text style 

7. Undo 5' and Redo f —Used to revert last actions 

Undo Redo 

8. Eraser 'SP —Used to erase a drawing 

9. New O —Used to start a new drawinq canvas 

10. Save —Used to save the page on which you have done drawing 

11 . Open ^—Used to open a page or file that you have already saved 


12. Magic .„/ —Used to add a magical effect to your drawing 

Magic 


Checkpoint ' 


Answer the following questions. 

1. Do you prefer to use Tux Paint to MS Paint to create a drawing? Explain why or why 
not. 


2. Compare Tux Paint with MS Paint. What can you do with Tux Paint that you can't do in 
MS Paint? Similarly, is there anything you can do in MS Paint that you cannot do in Tux 
Paint? 


Magic Tools 

'It is good that you remember all these tools. Now I will tell you about Magic tools,' 
says Dev. 

'Magic tools! It sounds interesting,' exclaims Isha. 

'Using the Magic tools, you can create magical effects on the drawing,' says Dev. 

Dev then clicks on the Magic tools, and it displays various options on the right side of 
the screen. 

'Click on the one you want to use on the drawing, and then click on the blank page,' 
Dev tells Mishika and Isha. 

The features and the functions of the Magic Wand tool are similar to those of Paint 
Bucket in Paint. The steps may be a single continuous shape or may consist of multiple 
separate areas. 
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'So for what purpose is Magic Wand used?' says Mishika. 

'You can use it to add magical effects to a drawing. They are like brushes,' replies Dev. 
Dev tells Mishika and Isha that there are two types of Magic Wands: 

1. ^ ^ —Used to add the magical effect to parts of a drawing 

(Only a small area is coloured when this Magic Wand tool moves.) 

2. ^ —Used to add the magical effect to the entire drawing 


Dev tells Mishika and Isha that any of these Magic Wands may work with a type of 
Magic tool. He also tells them that the Magic Wand tool is a creative tool and with the 
help of this, they can use their own imagination to draw on the canvas. 

'Now there are different types of magical effects that you can add to your drawing. 
Let's understand what they are meant for,' says Dev. 

He tells them that there are several options available in Magic tool and explains some 
of them. 

1- Blur - Bl urs portions of the image 


ooiii 


HH 


Bricks 



patterns 

3. Calligraphy —A smooth brush that changes 

... . Cafcraptif 

thickness 


4. Cartoon —Makes parts of the picture look like a 

cartoon 


Remember^ 

With some Magic 
tools, only one type 
of Magic Wand works. 


5. 

6 . 

7. 

8. 


Chalk 0 —Makes parts of the picture look like a chalk drawing 

Chalk 

Color & White ^ —Turns the picture monotone 


GofQrGiWhte 


Color Shift jy^| —Jumbles the colours of the picture 

Color Shift 


Darken (2 —Darkens the colours of parts of the picture 

Darken 


9. Distortion ^ —Slightly alters the position of the picture under the brush 

Distortion 
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10. Drip fffli —Makes parts of the picture look like liquid dripping 

Drip 

11. Edges r V—Outlines the edges of shapes in the picture 

Edges 

12. Emboss E —Gives the image's edges highlights and shadows 

Emboss 

13. Flip t —Flips the image vertically 

Flip 

14. Flower *“*—Draws curvy-stalked flowers 

Flower 


15. Foam ^ . —Paints foamy bubbles that grow as you move the mouse 

Foam 

16. Light —Draws beams of bright light on the picture 

Light 

17. Lighten 'A —Fades the colours of parts of the picture 

Lighten 

18. Mirror * Cfl —Flips the image horizontally 


Mirror 


19. Mosaic NPg —Makes your picture into a mosaic of colours 

Mosaic 

20. Noise —Adds random noise to the picture 

Noise 

21. Picasso "M 35 —A triplet of brushes that paint in unison 

Picasso 

22. Rails § —Draws connecting train tracks 


Rails 


23. Rain 'tJj) J —Adds raindrops to the picture 

Rain_ 

24. Rainbow —Draws usinq a brush that paints in all colours in the rainbow 

Rainbowl 


25. Ripples —Draws rippled waves over the image 

Ripples 

26. Smudge %? —Pushes the colours around as though smudging wet paint 

Smudge 

Q 

27. Snow Ball —Covers your picture in snowballs 

Snow Ball 






28. Snow Flake © —Covers your picture in snowflakes 

Snow Flat* 


29. Square Mosaic HTFh —C reates a pattern of squares 

Square Mosaic 

30. Wavelets —Wiggles your picture up and down 

31. Waves —Wiggles the picture side to side 

■ Waves 


32. Wet Paint —Draws with wet, smudgy paint 

Wet Paint 

33. Zoom —Zooms your entire picture in or out 


Checkpoint M 


Answer the following questions. 

1. Create the image of the net of a cube given alongside in 
Tux Paint. Make a list of all the tools that you have used. 

2. Akriti wants to create the drawings shown below in Tux 
Paint— 




Which tools in Tux Paint will help her create these drawings? 

More About Magic Tools 

'Let's know more about Magic tools. Then we will learn how to apply them,' says Dev. 

Dev tells them to choose Magic button on the left-hand tool, then go to the tool on the 
right, and choose any effect. 

'For example, to give a brick effect, first click on the brick button and then on the blank 
canvas. A single brick is placed. Similarly, on clicking the mouse continuously, more 
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bricks can be inserted to make a wall. Other buttons also function similarly,' says Dev. 
He tells them to remember the following— 

• The Drip button is used to make raindrops. 

• The Chalk button is used to sketch as done using chalk on a blackboard. 

• Calligraphy is used to give text a different look. 

• To apply different Magic effects, first draw a shape. To draw any shape, select the 
Shapes tool. You can also use Stamps tool or any other tool to draw anything. 


Kaleidoscope Effect 

'So what do we begin with?' Mishika asks. 

'What about Kaleidoscope effect?' Dev replies. 

'What is Kaleidoscope?' Isha says. 

'It is a pattern that is constantly changing. 

Here, four different types of brushes appear at 
various sections of the canvas,' Dev replies. 

'Then it will be a fun to learn. Let's begin,' 

Mishika says. 

Mishika then follows the instructions given by 
Dev to create a Kaleidoscope effect. 

1. She searches for the Kaleidoscope option in the Magic tool. 

2. She then creates a hut on the top left part of the canvas by moving the magic wand. 


UTiKPiKit - x 



Click 4ri(J move the mouse to Late edtjes In parts of yOur picture- 



Fig. 3.2 Kaleidoscope effect 


The three symmetrical huts get drawn on all four corners of the canvas. 


The Kaleidoscope effect gets displayed. 

Edges Effect 

'Now the fun starts with the Edges effect,' Dev 
says. 

'How?' asks Isha. 

'We have drawn the drawing without edges. 
Let's outline the sharp edges in drawing,' says 
Dev. 





Click and move the mouse to trace edges in parts of your picture. 

Dev then instructs them to add the Edges effect. m _ 


Fig. 3.3 Edges effect 
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1. First of all, search for Edges in the Magic tool. 

2. Now to see the effect, move the wand over the top right drawing to trace the 
edges. 

'Yes, it appears quite interesting,' says Mishika. 

Drip Effect 

Dev now introduces the Drip magic to Mishika 
and Isha. 

'The Drip magic gives the picture a dripping 
effect. It makes a picture look like water or any 
liquid dripping from an object. Let's learn how 
to apply that effect,' says Dev. 

Mishika then follows these steps to provide the 
Drip magic effect. 

1. She searches for Drip from the Magic tool. 

2. She then goes back to the canvas and 
moves the wand over the top left hut to 
make it drip. 

Fill Effect 

Now Isha fills different colours in the drawing using the 
Fill effect. 

1. She searches for Fill in the Magic tool. 

2. She then fills colours in every hut. 

3. The Fill effect gets displayed. 


HT-** X 




Youi image has been saved! 

A 


Fig. 3.5 Fill effect 


Did You Know? 

The Drip magic effect 
provides a pouring or 
melting effect. 




Click and move* the mouse aioumJ to make the plctiiie diIp. 

W 

Fig. 3.4 Drip magic effect 
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Emboss Effect 

'Now in the Magic tools, what is this Emboss? 

Can you tell us about it?' asks Isha. 

'The Emboss effect highlights the edges of th< 
painting, thereby giving it a bold edge and 
a shadow look. You can see some patterns 
engraved on the drawing,' Dev says. 

'Well, that looks cool. Can you tell us how to 
apply that?' Mishika says. 

'Yeah, of course. Let's see,' Dev says and 
guides them through these steps. 

1. Click on Emboss in the Magic tool. 

2. Now go back to the canvas and move the wand over the top right drawing to 
emboss it. 

'Isn't it look cool?' Dev says. 

'It looks fantastic,' Isha says. 


*Tu.P** - X 



f 


Click and ding the mouse to emboss the picture. 



Fig. 3.6 Emboss effect 


Mosaic Effect 

'Do you know what a mosaic is?' Dev says. 

'Yes, it is pattern made by arranging small 
pieces of glass,' Mishika says. 

'Yes, let's apply the Mosaic effect to a portion 
of this drawing,' Dev says. 

'Isha, can you help in applying the effect,' Dev 
says. 

'Yes,' Isha says. 

Then Isha follows these steps to apply the 
Mosaic effect. 

1. She selects the Mosaic effect from the 
Magic tools. 

2. Then she starts moving the wand over one of the huts to add the Mosaic effect. 


ftTitthint - x 



VOUr Image has been saved! 


Fig. 3.7 Mosaic effect 
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Smudge Effect 

'These Magic tools are quite interesting. Can I 
create clouds as well?' Mishika says. 

'Yes, you can do so using the Smudge effect,' 
Dev says. 

'Smudge, what's that?' asks Isha. 

'It gives your drawing a hazy look,' Dev says. 

Dev then shows them how to use the Smudge 
effect. 

1. He creates a scene showing grassland and a 
clear sky with sun. 


- x 



Cflck and move the mouse around to smudge the picture. 



Fig. 3.8 Smudge effect 


2. Then he uses the Paint tool and creates thick white 
lines. 

3. He then selects the Smudge effect from Magic and 
starts moving the wand around the white lines to 
smudge it. 

'Look, how easy it is!' Dev says. 

"Yes, very easy,' Isha says happily. 


Quick Learn 

Explore how 
Dev created the 
grassland scene with 
clear sky and sun. 



Real Rainbow Effect 


'A rainbow in this drawing will be quite 
fascinating, right,' says Isha. 

'You can add a rainbow effect using the Real 
Rainbow effect,' says Dev. 

He guides Mishika and Isha through these 
steps. 

1. Select Rainbow from the Magic tool. There 
are three types of rainbow effects. Let's 
select Real Rainbow. 

2. Now go back to the scenery and move the 
wand over any corner of the pentagon and 
stretch it to draw rainbow colours. 



Click where you want your rainbow to start, drag to where you want It to end, and 
then let go to draw a rainbow. 


Fig. 3.9 Real Rainbow effect 
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Waves Effect 

'Have you seen sea waves?' Dev says. 

'Yes, but can we create that effect?' asks Isha. 

Dev demonstrates how to create a wave. 

1. He first creates an ocean scene. 

2. After selecting the Waves effect from the Magic 
tools, he starts moving the wand over the ocean 
to make it appear wavy. 

Lighten Effect 

'Can we recreate this scene as in hot summer days?' Mishika says. 

'We can use the Lighten effect,' Dev says. 

'What is this Lighten tool?' asks Isha. 

'It fades colours or lighten some parts in the picture where the wand is moved,' says Dev. 
Dev then instructs them to apply the Lighten effect. 

1. First click on the Lighten effect in the Magic tools. 

2. Now go back to the canvas, select the second magic wand, and click on the picture 
to lighten it completely. 

Wavelets Effect 

'What is this Wavelets tool?' asks Isha. 

'Well, it makes the picture vertically wavy. It wiggles the 
picture up and down,' Dev says. 

Dev then applies the Wavelets effect to the existing 
picture. 

He selects Wavelets tool from the Magic tools and 
starts moving the wand over the drawing to make it 
appear vertically wavy. 


Quick Tip 

To give the picture more 
wavy effect, just click 
toward the top for shorter 
waves, the bottom for 
taller waves, the left for 
small waves, and the 
right for long waves. 




Fig. 3.10 Waves effect 
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Click to lighten your onttro picture 


Fig. 3.11 Lighten effect 



Fig. 3.12 Wavelets effect 


Saving a File 

'I think last year we have already learnt how to save 
a file in Tux Paint. Mishika, can you make a quick 
recap of it?' asks Dev. 

'Yes ...' says Mishika. 

Mishika quickly recaps how to save a file in Tux Paint. 

Both Mishika and Isha know that after drawing 
a picture or painting on the canvas and making 
necessary changes to the drawing, they should 
save the file for future use. 



Fig. 3.13 Saving a file 


Mishika then clicks on the Save option and the file is saved. 

'If you have made some modifications to the already saved file, then follow these steps 
to save the file,' Dev tells them. 

1. Click on the Save tool. 

2. A dialogue box appears asking for how to save the file. Click on Yes, replace the 
old one! to replace the already saved file with new one or No, save a new file! to 
save a fresh one. 


Deleting a File 

'And if I want to delete a file, then what should I do?' asks Isha. 
'Let's learn about how to delete a file in Tux Paint,' says Dev. 
Dev then instructs them how to delete a file. 

1. Click on the Open tool. 
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2. Select the file you want to delete or erase. Click on Erase. 

3. A dialogue box appears. Click on Yes, erase it! to erase it. 
The file gets deleted or erased. 



Fig. 3.14 Using Erase 



Fig. 3.15 Deleting a file 


Exiting from Tux Paint 

'Once the canvas is completed and saved, we 
can exit from the application if we want,' Isha 
says. 

Isha then quickly revises how to exit from Tux 
Paint. 

1. She clicks on the Quit button. A button 
appears asking whether she wants to quit. 

2. She selects 'Yes, I am done!'. 

3. She then chooses one of the options from 
'Yes, save it!'. 

\ 

A pattern developed by arranging small pieces of stone, tile, 
and glass together 

A tiny drop of water or to shed tiny drops of water from a body 
A design that is stamped on a surface or object 
A blurred mark on the surface 
A ripple or a small wave 
A constantly changing pattern or sequence 



Mosaic 


Drip 

Emboss 

Smudge 

Wavelets 

Kaleidoscope 
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Recap - 

• Magic tool is to add magical effects to a painting created in Tux Paint. 

• Edges effect is used to show edges of a painting. 

• Drip magic provides a pouring liquid effect. 

• Rainbow effect gives a rainbow effect. 

• Smudge effect gives an effect as if two or three colours are mixed together. 

• Waves and Wavelets effects are used to provide wavy effect. 

• Mosaic effect is an effect consisting of a mixture of colours in the form of a strip. 

• Lighten effect lightens the colours of the painting. 

• Waves effect is used to make a picture horizontally wavy. It wiggles (rapid wavy 
movement) the picture side by side. 


Exercise 



A. Choose the correct options. 

1. Which of the following options will you use to move, edit, and change the text 
style in your drawing in Tux Paint? 

a) Text b) Stamp c) Label d) Shapes 

2. The_tool creates different effects on the canvas. 

a) Lines b) Stamp c) Paint d) Magic 

3. Using_, you can make a rainbow in any corner of the canvas. 

a) Magic b) Smudge c) Rainbow d) Emboss 

4. Which of the following Magic tools highlights the edges of a painting in Tux Paint? 

a) Emboss b) Edges c) Mosaic d) Smudge 

5. To erase or delete the file, you have to go to the_tool. 

a) Open b) Eraser c) Print d) Delete 
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B. Write T for true or F for false. 


1. The Drip effect lightens any portion of the painting when the ^.. 

mouse is clicked. : 

I 

2. The Wave effect creates waves of the painting in horizontal pattern. • 

+ mmmmmmmi 
I 

3. The Wave and Wavelet effects are the same. : 

4. Smudge creates as portion as though a rubber has been used on _.. 

I 

the painting. : 

V.. 

I 

5. The Edges effect deletes the edges. : 

C. Answer the following questions. 

1. What type of effect does the following tools in Tux Paint give? 

a) Smudge b) Kaleidoscope c) Rainbow 

2. Write the steps to open and quit from Tux Paint. 

3. Explain what effects the following tools bring in while creating a drawing in Tux 
Paint— 

a) Drip magic b) Mosaic c) Rainbow 

4. Briefly describe the different types of Magic wands. 

Application-based Questions . 

1. Differentiate between the options Yes, replace the old one! and No, save a 
new file!. 

2. You have inadvertently clicked on Erase, and the dialogue box has appeared. 
You don't want to delete the file now. What should you do? 

3. Vishal wants to draw a symmetrical design as shown alongside in 
Tux Paint. List the tools that he should use to perform the task. 

Lab Activity . 

1. Create a hut in Tux Paint, colour it, and do the following— 

a) Provide Drip magic effect to the hut. 

b) Lighten the colour of the hut. 

2. Create a stream of water in Tux Paint and give it an effect of moving stream. 
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Take the help of your teacher. 

3. Create a scene of sunny and rainy days in Tux Paint and add rainbow effect to it. 

Project . 

1. Read about different types of wind currents—sea breeze, land breeze, 
thunderstorm, cyclone, and tornado. List out the differences between these. 
Now draw their images in Tux Paint. 

2. Draw anything in Tux Paint and try to use other magic effects that are not 
discussed. 

Explore More . 

Search on the internet for other alternatives to Tux Paint and also search for some 
other painting software programs, such as Adobe Photoshop, Adobe Illustrator, 
and CorelDraw. Ask your teacher how these all are different from each other. 

Weblinks . 

• https://www.lifewire.com/what-is-graphics-software-1701504 

• https://www.bloopanimation.com/types-of-animation/ 

• https://adobe-photoshop.en.softonic.com/ 

Work Wisely . 

Use your imagination to create wonderful paintings in Tux Paint. It is a tool that let 
you be creative. 


Notes for the Teacher 



Download Tux paint with relevant folders on all the systems and also create a shortcut 
on the desktop for quick access by the students. 

Encourage students to use Magic tool to create real-life situations. 
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After going through this chapter, you will 
able to- 

run a spell check on a document; 
find and replace text; 
create bulleted and numbered lists; 
insert headers and footers; and 
format and print a document. 


Jatin studies in class 4 in Star Public School in Chandigarh. He learnt to use Word in his 
previous classes. Whenever he learns something new, he stores the information in the 
Word document. This time, he learnt about different means of transport and how these 
evolved over the years. He creates a Word document and types the information on it. 



TV \ chtfkt 4# Kt LrLrti w e*rcy prefiJc frau one j>u« 
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yijn-TMiir.7- liaif mam ddTtmfl menu of liltaport. met A tide It. je^n. 
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Fig. 4.1 Document created in Word 
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Jatin shows the document to his elder sister, Yashika, who studies in class 10. She starts 
reading the document. 

It's good, Jatin, but there are a few spelling and grammatical errors,' she says. 

'Sorry, I should have taken care of it while writing,' Jatin apologizes. 

Yashika says, 'That's okay. I know you rarely make such mistakes while writing in your 
exercise book. Sometimes, errors creep into our document inadvertently.' 

'How can I find them?' Jatin asks. 

'See the coloured wavy lines in this document,' Yashika tells Jatin. 

He notices that the misspelled words are indicated by red wavy lines and grammatical 
errors are indicated by blue double horizontal lines. 

'Now I can identify errors in my document,' he tells Yashika. 

Spelling and Grammar 

Jatin has now understood that Word, by default, automatically runs a spelling and 
grammar check on a document. Yashika tells him that such errors can also be corrected 
using the Spelling & Grammar feature. 

She shows Jatin how to do the spelling and grammar check 
on a document. She places the cursor at the beginning of the 
document so that the spelling and grammar check can be done 
on the whole document and clicks on the Review tab. 

1. She asks Jatin to locate the Spelling & Grammar command 
and clicks on it. 

2. The Spelling pane opens on the right. 

'You will come across a list of suggestions for each error in the document here,' Yashika 
tells Jatin. 




ABC 

Thesaurus 

A 

Spelling & 

jrffj Word Count 

Grammar 

Proofing 


Fig. 4.2 Spelling & 
Grammar command 








































Jatin finds a list of suggestions with the correct spellings of the misspelled words. He 
then clicks on one of the suggestions from the list. Yashika then tells him about some of 
the other options in the pane as follows. 

• Select Ignore Once if you do not want to make any change. 

• Select Ignore All to leave all the instances of the highlighted word unchanged. 

• Click on Add to Dictionary to add the word to the Word dictionary. It is used 
quite often to add proper nouns like people's names that the dictionary may 
not recognize. 

Now Jatin finds the next misspelled word highlighted with the suggestions on 
the pane. He keeps on clicking on the correct option. 

Yashika tells him that there is a grammatical mistake in the document. He checks the 
highlighted sentence and replaces 'is' with 'are'. 



Editor * * 
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Fig. 4.4 Running a grammar check 

After all the mistakes are corrected, Jatin gets a message box with a message 'Spelling 
and grammar check is complete.' He clicks on OK and completes the spelling and 
grammar check on his document. 


Yashika introduces Jatin to another method of doing spelling and grammar check— 

'Right-click on the word that is highlighted and select the correct word from the list of 
suggestions.' 


Microsoft Word 


X 


Spelling and grammar check is complete. 


OK 


Fig. 4.5 Message box 



45 









Thesaurus 

Jatin notices one more command alongside the Spelling 
& Grammar command— Thesaurus. He asks Yashika 
about that. 

Thesaurus is a book that provides us synonyms of 
words,' Yashika tells him. 

Jatin knows that— 

• words having similar meanings are called synonyms 
and 

• words having opposite meanings are called antonyms. 

Yashika tells Jatin that the Thesaurus command in Word provides a list of both 
synonyms and antonyms of a word. 

She then shows Jatin the steps to use Thesaurus: 

She selects the word 'carry' and then clicks on the Thesaurus command. The Thesaurus 
pane shows a list of synonyms for the word. She hovers over the word 'transport', right- 
clicks on it, and selects the Insert option. The word 'carry' gets replaced with 'transport'. 

Thesaurus " x 

< | cany P| 

The vehicles that are used to cany people and goods from one place to another 
are called the means of transport. Carts were the first means of transport used by 
early humans after the discovery of wheel. Since then, means of transport have 
undergone a major change. 

Nowadays, we have many different means of transport, such as bicycle, scooter, 
car, bus, train, aeroplane, and ship. All these means of transport are divided into 
three categories—land, water, and air. 


Fig. 4.6 Using the Thesaurus command 

Yashika tells Jatin that he can also find the synonym of a word by right-clicking over 
it, pointing to the Synonyms, and then selecting the desired word from the list of 
suggestions. 

Find and Replace Command 

Yashika continues to explain the important features of Word. She tells Jatin that while 
working with MS Word, we may sometimes need to find a word and replace all the 
occurrences of the word with a new word. Instead of finding each instance one by one, 
we can use the Find and Replace feature to save our time. 


transmit (u} Fj 

transmit 

transport ^ 

conduct 

pass on (Dictionary ForrrVizj 
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Using the Find Command 

'The Find command helps you find all the instances of a word,' 

Yashika tells Jatin. She shows him the steps to use the Find 

command as follows. 

1. She clicks on the Find command on the Home tab. 

2. On the search bar in the Navigation pane, she types the 
word 'transport'. 

3. Jatin observes that all the occurrences of the text are 
shown under the Results tab, and the text is highlighted in 
yellow in the document. 


lih- - —..* *=•=•-- zsa u « ~ Aatt . 
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Fig. 4.7 Find command 



Fig. 4.8 Navigation pane 

Using the Replace Command 

Yashika clicks on the Replace command. The Find and 
Replace dialogue box opens. The Replace tab is selected 
by default. She tells Jatin to follow these steps to replace a 
word— 

1. In the Find what: box, type the text you want to find or 
replace. 

2. In the Replace with: box, type the text 
with which you want to replace the text 
entered in the Find what: box. 

'Click on the Find Next button. If the word or 
text entered in the Find what box is found, 

Word will highlight the word or text in grey,' Fig. 4.9 Find and Replace dialogue box 


Find and Replace 

Find Replace Go To 
Find what formed 


Replace with: form 


More >> 
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she tells Jatin and asks him to choose from one of 
the following options— 

1. Click on the Replace button to replace the word 



Quick Learn 

Ritesh created a docume 
on 'Hardware and Softwa 
He wrote, hardwares, in f 
of 'hardware'. How can h 
replace the word in the v\ 
document? 



or text. 

2. Click on the Replace All button to replace all 


the occurrences of that word or text. 

3. Click on the Find Next button to leave 


the current occurrence of the word or text 
unchanged. 


'When you are done, close the Find and Replace dialogue box,' says Yashika. 



State true or false. 

1 . The Find option is present on the Insert tab. 

2. The Thesaurus feature provides only a list of synonyms. 

3. The Spelling & Grammar command is present in the Proofing group. 

4. The Replace command is present on the Review tab. 

Page Formatting 

Yashika now tells Jatin that each page of a Word document can be formatted using the 
formatting features and it makes the text more readable. 

Headers and Footers 

Yashika begins by explaining that the headers and footers are the areas at the top and 
bottom margins of a page respectively. 

'This feature is used to include some information, such as a chapter's heading, title, 
page number, and author description,' tells Yashika and then shows Jatin the required 
steps. 

1. She asks Jatin to click on the Insert tab and locate the Header & Footer group. 

2. She tells him when to choose the Header and Footer drop-down options: 

• Click on the Header drop-down arrow button if you want to insert the information 
in the top margin. 
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3. 


4. 

5. 


6. 


• Click on the Footer drop-down arrow button if you want to add the information to 
the bottom margin. 


Jatin selects the Blank header style. The 
dotted header box appears at the top of 
each page. Also, the Design tab appears 
on the ribbon. 

Jatin clicks on the header box and types 
the data he wants to enter. 

Yashika tells him that he can also insert the 
date and time by clicking on the Date & 
Time command in the Insert group. 


Quick Tip 

You can also insert page numbers 
in the header or footer section. 

To do so, click on the Page 
Number drop-down command in 
the Header & Footer group of 
the Design tab and choose the 
desired page number format 


Jatin clicks on the Close Header and 

Footer button to close the header and footer section. 



Fig. 4.10 Header on a page 

Yashika now tells Jatin that a header or footer can be 
deleted. She tells him to follow these steps— 

1. Double-click on the header or footer to unlock it. 

2. Right-click on it, and select Remove Content Control. 

If it contains data, just delete the data and close the 

Fig. 4.11 Deleting header from 

header and footer sections. 

a page 
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Indenting Text 

Yashika now explains about the indent features of Word. 
She defines indentation as the space between the margin 
area of a page and the text. Jatin follows these steps to 
indent a paragraph as told by Yashika— 

1. He selects the text and clicks on the Home tab. 



49 







2. In the Paragraph group, he clicks on the Increase 
Indent button to increase the indent by 1/2 

inch. The text moves away from the left margin by 1/2 
inches. 

3. He now selects some other text and clicks on the 
Decrease Indent button ^ to decrease the indent. 
The text moves 1/2 inches closer to the left margin. 



Did You Know?! 

Indenting all the lines 


of a paragraph except 
the first line is called 
hanging indent. 


Changing Line Spacing 

'Sometimes, a paragraph looks cumbersome due to less space between the lines. You 
can change line spacing in that case,' says Yashika. She tells Jatin about changing the 
line spacing. 

Yashika now explains to Jatin that line spacing is the vertical distance between the lines 
of text and it can be increased or decreased at any point of time. She tells Jatin to 
follow these steps. 

1. After selecting the text, click on the Line and Paragraph Spacing down arrow. 
Choose the desired option from the drop-down menu. 

Or 


Click on the Line and Paragraph Spacing down arrow and select the Line Spacing 
Options option. 

2. The Paragraph dialogue box opens. 

3. Click on the Indents and Spacing tab. Under the Spacing section, click on the drop¬ 
down arrow of the Line Spacing option. Select the desired option. 


4. Click on OK when you are done. 
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Fig. 4.12 Line and Paragraph Spacing list options 


Fig. 4.13 Line Spacing drop-down list 




































Setting Paragraph Spacing 


Jatin wants to know if paragraph spacing can be set in Word. 
Yashika then shows him the steps to set the paragraph spacing. 

1. Select the paragraph you wish to format. 

2. On the Home tab, click on the Paragraph Launcher button. 
The Paragraph dialogue box opens. 

3. Click on the Indents and Spacing tab. Under the Spacing 

section, enter the desired values in the Before and After 
spin boxes. 

4. Click on OK when you are done. 

She also tells Jatin about another method to set the paragraph 
spacing. 
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Fig. 4.14 Paragraph 
dialogue box 


1. Select the paragraph you wish to format. 
Click on the Line and Paragraph Spacing 
down arrow in the Paragraph group, and 
select the Line Spacing Options ... from the 
menu. The Paragraph dialogue box opens. 

2. Click on the Indents and Spacing tab. Under 
the Spacing section, enter the desired values 
in the Before and After spin boxes. 

3. Click on OK when you are done. 

Page Properties 

Yashika now elaborates the various page 

properties and tells Jatin that these are used to 

make a page look more attractive. 

She shows Jatin each of these at length. 


Quick Learn 

Create a document and write two- 
three paragraphs on 'The solar 
system'. Format the document as 
follows— 

• Create a numbered list 
showing all the planets. 

• Change the spacing before 
the paragraph to 10 pt 
and the spacing after the 
paragraph to 20 pt. 

• Change the line spacing to 
1.5. 


Setting Margins 

'The margin is the space between the edge of the document and the text,' Yashika tells 
Jatin. 


'Here is how you can format the page margins,' she further tells him. 
1. Click on the Layout tab. 


































2. In the Page Setup group, click on the Margins command. A 
drop-down menu appears, which displays a list of predefined 
margin options. 

3. Select the desired option. 

The margins of the document are changed. 

'Can I create a margin style different from these?' Jatin asks. 
'Yes, you can do that,' she replies. 

Creating custom margins 

Yashika shows Jatin how custom margins can be created. 
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Fig. 4.15 Margins option 


1. She selects the Custom Margins option from the drop-down menu of the Margins 
command. The Page Setup dialogue box appears. 

2. She now clicks on the Margins tab and modifies the value of each margin under the 
Margins section. 


3. She then clicks on OK. 


The margins of the document are modified. 
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Fig. 4.16 Custom 
Margins option 



Fig. 4.17 Page Setup group 


Quick Tip 

You can adjust the horizontal 
and vertical margins by using the 
rulers. To change a margin, move 
the mouse pointer to a margin 
boundary on either the horizontal 
ruler or vertical ruler. When the 
mouse pointer changes to a 
double-headed arrow, drag the 
margin boundary as desired. 


Setting Page Orientation 

Yashika tells Jatin about page orientation. 

'Page orientation refers to the direction in which the text is 
displayed or printed,' she tells Jatin. 
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Fig. 4.18 Orientation options 















































She then goes to the Page Setup group and clicks on the Orientation button. 

Jatin notices two orientation options there—horizontal and vertical. She tells him to 
remember the following— 

• The horizontal page orientation displays the text width-wise. 

• The portrait orientation displays the text length-wise. 

• By default, the page orientation is set to portrait. 


Setting the Page Size 

'What next?' asks Jatin. 

'Next is adjusting the page size,' replies Yashika. 

'Just click on the Size button in the Page Setup group on the 
Layout tab and select the desired page option size,' she tells 
Jatin. 

'I want to create a new page size. Can I do that?' Jatin asks. 
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Fig. 4.19 S ize options 


'You can do that with the help of custom page size option,' Yashika replies. 


Using a custom page size 

Yashika now shows Jatin the steps to set the custom page 
size. 

1. On the Size button, she selects the More Paper Sizes 
option from the drop-down list. 

2. The Page Setup dialogue box appears. 

3. She goes to the Paper tab and then to the Paper size 
section. There she adjusts the values in the Width and 
Height boxes and clicks on OK. 

The size of the page is modified. 


Remember 


By default, the size 
of a page in a word 
document is 8.5 
inches by 11 inches. 


Yashika also tells Jatin that before adjusting the size of a page, we must check to see 
whether the printer used can accommodate that size or not. 


Inserting Columns 

'In newspapers, I see the text appearing in two columns. How is that done?' Jatin asks 
Yashika. 







Yashika then tells him that by default, when we add text to a Word document, it is 
displayed in a single column, but we can make the text appear in two or more columns 
as in a newspaper. She shows the required steps to Jatin— 

1. After selecting the text, she goes to the Layout tab. 


2. There she clicks on the Columns button in the Page Setup group. 

3. She chooses the number of columns as 'Two' from the drop-down list, in which she 
wants the text to appear. 

Jatin observes that the text is set in two columns. 
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Fig. 4.20 Custom Size 
options 


Fig. 4.21 Page Setup 
dialogue box 


Fig. 4.22 Columns 
option 


Printing a Document 

Yashika lastly tells Jatin how to take a print out of a Word document. She tells him that 
after modifying and adjusting page properties of a document, we can preview it to see 
how it will come out after printing. 

She shows the required steps to preview a document to Jatin. 

1. She clicks on the File button to open the Backstage view. 

2. There she selects the Print option, which opens the Print pane on the right. 

3. She shows the preview of the document to Jatin. She also uses the Zoom slider at 
the bottom right corner of the pane to magnify the view of the document. 

Now she shows the required steps to print the document. 







































1. She opens the Print pane. 

2. She tells Jatin that if we want to take print of multiple copies of the same document, 
we need to enter the number in the Copies box. 

3. Then she selects the printer from the Printer drop-down list. 

4. In the Print All Pages drop-down arrow, she asks Jatin to choose one of the 
following options— 

• Print All Pages —to print the entire document 

• Print Current Page —to print the page where the mouse cursor is 

• Custom Print —to print the specific pages by entering the page numbers in the 
Pages box. You can enter a single page number or a range of page numbers. 

5. After choosing Print All Pages, she clicks on 
Print on Both Sides drop-down list and asks 
Jatin to select one of the following options— 

• Print One Sided —to print only on one side 
of the document 

• Print on Both Sides —to print on both the 
sides of the document 

She also tells Jatin about some more options— 

Fig. 4.23 Print pane 

• Flip pages on long edge —prints the pages 
so as to flip them as you do in a book 

• Flip pages on short edge —prints the pages so as to flip them as you do in a 
calendar 

• Collated —prints all the pages of the first set and then all the pages of the second 
set 

• Uncollated —prints the two copies of page 1, two copies of page 2, and so on 

6. When she is done, she clicks on the Print button. 
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Thesaurus 
Margin 
Orientation 
Line spacing 

Paragraph spacing 


A tool that provides synonyms and antonyms for a word 
The space between the edge of a document and the text 
The direction in which the text in a document is printed 

The vertical space between the lines of the text in a 
document 

The space before or after two paragraphs 


V. 


"\ 


J 


Recap - 

• The misspelled words in Word are shown by red wavy underline and the 
grammatical errors are indicated by double horizontal lines in blue. 

• The Thesaurus feature is used to find synonyms and antonyms for words and 
allows us to replace a word with one of its synonyms. 

• The Find and Replace commands can be used to find a word or text and replace 
it with another word or text. 

• The Header & Footer command is used to add some important and extra 
information to the top and bottom margins of a page in a word document. 

• The Increase and Decrease Indent commands under the Home tab are used to 
increase and decrease indentation. 

• The Line and Paragraph Spacing option is used to modify the vertical distance 
between the lines of text. 

• The paragraph spacing is used to format space before and after paragraphs. 

• The Layout tab has options to format margins, orientation, and page size of a 
document. 

• The Columns command is used to display text in columns. 

• The Print command is used to print a document. 
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Exercise 


* 

v 


A. Choose the correct options. 

1. Which of the following is the keyboard shortcut to use the Thesaurus feature? 

a) Ctrl + F7 b) Shift + F7 

c) Shift + F8 d) Ctrl + F8 

2. Which of the following options is available on the Layout tab? 

a) Margin b) Spelling & Grammar 

c) Thesaurus d) Bullets 

3. Which tab will you click on to format the text in columns? 

a) Home b) Review 

c) Layout d) Insert 

4. Which of the following is the correct keyboard shortcut to run a spell check? 

a) F3 b) F5 c) F7 d) F9 

B. Fill in the blanks. 

1. To set the margins, click on the_tab. 

2. The default page orientation is_. 

3. The keyboard shortcut to open the Find and Replace dialogue box is_ 

4. The Header and Footer commands are present on the_tab. 

5. The Print option is available in the_button. 

C. Write T for true or F for false. 

1. The Thesaurus command is present on the Review tab. ■ 

2. The misspelled words are indicated by a blue wavy underline. ■ 


SI 


3. The tab key moves the cursor by 1/2 inch. 













4. The Increase Indent button is present on the Home tab. ■ 

5. The Thesaurus feature shows a list of synonyms and antonyms for the { . 

selected word. 

D. Answer the following questions. 

1. How will you run a spell check? Mention the steps. 

2. Which option is used to search and replace a word? 

3. Write the steps to add date to the footer of a document. 

4. Mention the steps to format the text in three columns. 

5. Which button will you click on to see the print preview? 

Application-based Questions . 

1. Nidhi's friend has created her English project in Word. She has noticed some 
red and blue lines under some words. What do these lines represent? How can 
she remove them? 

2. Take a look at the image given alongside and answer the following questions? 

a) What is the keyboard shortcut to open this task pane? 

b) How will you replace the word in the document with a word shown 
in this task pane? 

3. Riddhima created a document in Word. She wanted to take a print 
out of her document on an A3 size sheet. How can she change the 
settings in Word? 

Lab Activity . 

1. Create a similar document in Word as shown 
in the image shown alongside and do the 
following: 

a) Set the before and after paragraph spacing 
to lOpt. 

b) Set the line spacing to 2.0. 

c) Add your name and page number to the 
footer of the document. 



LIHttiMId n futli r,. MIU4IW HfrNI Will* 

b , • 4 . , i. . 1 * < • 1 • -f . ■ J <■* . +■ . I* . L|. , 13,, *J. , A < -Z. 


Microsoft it 6 ft Arofinean multirWiQftiti company wilfi its Srt&ri in Rfrjnwd. 
Washington II ratansad Miaowfi Window in 1999 Wirafcws is. an oponaCang 
system •and sold tuddnirvoly around lha woddi Afana with VWtiows. Microsoft also 
doytAjpccf MiaOSCiB OthCo It is a suit* OF dnskLop dflCfotabMH destgnod to bo usod 
(fir buSinOss and oflic* US* 

TT» liist WSiun of MS Qffite contamad MS Wijnl. MS and MS 
Hcm i atan domain* Publisher. OfieHolft, and Outlook 6i*sii£fllE*S 

___ , _ ^ 

T+H 1 Cil 1 I«»n(i1. IS (i4J« V* 1 tu ■ ■ * -* ■ — *1 


lengthily 

ll# 

brOjdh, 

■£6fflprah<n3wet„- 
it fengta Mr 

tonKlefjbly 














2. Aryan has created a document and typed a poem from his English book in 
Word. His teacher wants him to make the following changes in the document. 
Help him in doing this task. 

a) Set the margin of the document to Wide. 

b) Set the poem in two columns. 

c) Set the orientation of the page to landscape. 

d) Indent the first line of the first paragraph of the poem. 

Project . 

Create a document on 'Modes of Nutrition in Plants'. Use Word features to make it 
look more presentable and learn to save it on OneDrive. 

Explore More . 

• Find out the different options under the More option in the Find and Replace 
dialogue box. For example, match case, match suffix, and match prefix. 

• What does the Word Count command in the Proofing group do? 

Weblinks . 

• https://www.gcflearnfree.org/word2016/line-and-paragraph-spacing/1/ 

• https://www.universalclass.com/articles/computers/office-365/page-formatting- 
in-word-2016.htm 


Notes for the Teacher 



Emphasize the importance of various features of MS Word. Help students in exploring 
these. 

Take examples and explain how margins impact the presentation of a document. 















After going through this chapter, you will be 
able to— 

• apply built-in text styles and create a new style 
in MS Word; 

• insert a text box WordArt, symbols, pictures, 
and screenshots in a Word document; and 

work with shapes in Word. 


Ria is writing an article on 'Nutrients that Keep us 
Healthy' for her school magazine. She has read a lot 
about various nutrients that we need to stay healthy and 
fit. She has also asked her science teacher about that. 
She has used Word earlier to write articles, but this time 
she wants to make her document more attractive and 
appealing. She wants to know what else she can do with 
her document. 



She takes the help of her elder brother, Mohit, who 
studies in class 8. Before starting, Mohit gives her a 
brief account of MS Word. He tells her that it is a word 
processor where text and images can be inserted to 
create, edit, and modify a document and make the document more presentable. 
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Applying Built-in Styles 

Mohit tells Ria that she can use the built-in text styles to 
provide an attractive look to texts at various locations in her 
article. Ria follows these steps. 

1. She first selects the text on which she wants to apply the 
style. 

2. Mohit asks her to locate the Styles group on the Home tab. 

3. She notices a list of styles there. Mohit asks her to click on 
the drop-down arrow to see more styles. 


Did You Know? ' 

MS Office was initially 
launched on Classic 
macOS in 1989. The 
Windows version of it 
was launched in late 
1990. 


4. She selects the 'Title' style. Mohit tells her that she can also click on Apply Styles and 
select the desired style. 


The style gets applied. 


Apply Styles 

Style Name: 

▼ X 

Title 

TF 


| Reapply | Modify.. 

■ 1 S 

0 AutoComplete style 

names 



a) b) 

Fig. 5.1 Selecting text and applying style 



Quick Tip 

Press Ctrl + Shift + S 
to open Apply Styles. 


Creating a New Style 

Mohit now guides Ria to create a new style of her choice. 

1. She goes to the Styles group on the Home tab and clicks on the drop-down arrow. 

2. She then clicks on the Create a Style option. A dialogue box opens. She then gives 
a name 'Style2' to the style. 

3. Mohit asks her to click on Modify to modify the new style. A dialogue box opens up 
showing Properties and Formatting options. 

4. Then she clicks on OK. 




Fig. 5.2 Creating a new style 


Fig. 5.3 Modifying a new style 





































Checkpoint 




Answer the following questions. 

1. Where will you find the built-in styles option in Word? 

2. You want to create three different documents in Word and apply a certain style to all 
of these. Is there any option that allows you to do that? 

3. Explore the option 'Reapply' under built-in styles. Write its use. 

4. How will you see the preview of the built-in styles? 


Adding a Text Box 

Mohit now tells Ria how she can add a text box to provide some additional information 
or fun fact about the article. Ria follows these steps to create a text box. 

1. She first goes to the Text group on the Insert tab. 


2. She then clicks on the Text Box drop-down button. A drop-down menu opens up. 

3. Then she clicks on the Simple Text Box option and gets a text box with a sample text. 

4. She deletes the sample text thereon and writes the text she wants to add. 

Mohit tells her that she can also draw a text box by using the Draw Text Box option. 
Mohit also helps her drag the text box to the desired location. 
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People doing a lot of physical work need more carbohydrates. Children and 
sportspersons also need carbohydrates. Carbohydrates are of two types—sugar and 

Sugars are quickly digested by our body. Fruits like bananas, grapes, and mangoes are 


Fig. 5.4 Text box options 


Fig. 5.5 A text box added to the document 


Inserting Word Art 

Ria wants to give the headings a unique look. Mohit tells her that she can do that with 
the help of WordArt. She then follows these step. 

1. She first selects the word 'Carbohydrates', on which she wants to apply the effect. 

2. Mohit asks her to click on Insert WordArt command . A drop-down menu opens. 
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3. She clicks on the desired option to apply the effect. 
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Fig. 5.6 WordArt options 


Fig. 5.7 Applying WordArt 


Inserting a Picture 

Ria now wants to insert pictures of various sources of carbohydrates in her article. She 
has these downloaded on her computer. Mohit guides her through these steps. 

1. She first selects the place where she wants to insert the picture. 

2. Then she goes to the Illustrations group on the Insert tab. 

3. Then she clicks on Pictures. A dialogue box opens. 

4. She selects the desired picture from her computer and then clicks on the Insert button. 
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Fig. 5.8 Adding a picture Fig. 5.9 Picture inserted in the document 

Inserting a Symbol 

'You know you can insert symbols in Word that are not available on the 
keyboard?' asks Mohit. 
























'How is it possible?' asks Ria. 

Mohit helps Ria to follow these steps. 

1. She places the cursor where she wants to insert the symbol. 

2. Mohit asks her to go to the Symbols group on the Insert tab. 

3. There she clicks on Symbol, which opens a drop-down menu. 

4. She selects one of the symbols from the menu. 

5. Mohit tells her that she can also click on the More Symbols... option to use other symbols. 

Adding a Screenshot 

'Just like a picture, you can also insert a screenshot in 

your document,' Mohit tells Ria. 

Ria then follows these steps as told by Mohit. 

1. She first places the cursor where she wants to 
insert the screenshot. 

2. Then she locates the Illustrations group and clicks on 
Screenshot. A drop-down menu opens. 

3. Mohit asks her to select one of the screenshots from 
from the Available Windows option or click on Screen 
Clipping. 

4. Ria clicks on Screen Clipping option. The cursor changes to + sign. Mohit helps her to 
drag it to select the portion of the window that she wants to take the screenshot of. 

5. The screenshot gets automatically added to the document. 


Did You Know?! 

Screenshot is the 
image of the screen 
containing data 
taken by a mobile or 
computer. 
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Fig. 5.10 I inserting symbols 


Fig. 5.11 Adding a screenshot 

























































Checkpoint 




Answer the following questions. 

1. How are the Available Windows and Screen Clipping options under the Screenshot 
command different from each other? 

2. Write the steps for inserting symbols in a Word document. 


Adding a Table 

Now Ria wants to add tables to her document 
providing information on different vitamins, their 
sources, and their health benefits. Mohit helps her do 
so. Let's see how she does it. 

1. Mohit asks her to locate the Tables group on the 
Insert tab and click on Table. A drop-down menu 
opens up. 

2. There she clicks on the Insert Table... option. The 
Insert Table dialogue box opens.. 

3. Mohit asks her to specify the number of rows and 
columns and click on OK. 


Quick Tip 

To quickly insert a table, 
first go to the Insert 
Table group and select 
the number of rows 
and columns. A table of 
maximum eight rows and 
ten columns can be drawn. 



The table gets inserted. 
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Fig. 5.14 Table added 


Working with Shapes 

Ria wants to provide more information about nutrients in different shapes, instead of text 
boxes. She has learnt enough to explore now. Let's see how she does that on her own. 























1. She first locates the Illustrations group on the Insert tab and clicks on the Shapes 
command. A drop-down menu opens up. 

2. Then she clicks on the desired shape—the Left Arrow option under the Block Arrows. 

3. The cursor gets changes to a plus sign. She drags the cursor to the desired location 
to draw an arrow of the desired size. 
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Fig. 5.15 Selecting a shape 


Fig. 5.16 Drawing the desired shape 
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Checkpoint ' 


Answer the following questions. 

1. While specifying the number of rows and columns, by mistake Ria added one row 
more and one column less than required. How can she modify the table now? 

2. Can you get the text boxes of different shapes using the Text Box command? If so, 
write the required steps. 

3. 'Shapes can be used to provide additional information just like text boxes.' Is this 
statement true or false? Justify your answer. 

4. Find out how you can change the sizes of rows and columns. 




Word processor 
Style 
Symbols 
WordArt 


V 


"A 


An application used to create, edit, modify, and format text 
A text-formatting feature used to modify text to give it a better look 
Special characters used to represent an idea, object, or relationship 

A feature of Word used to modify the text or headline for an 
attractive look 

_ J 
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Recap 


• Word is a word processor where text and images are inserted to create, edit, and 
modify a document and make the document more presentable by formatting it. 

• The built-in text styles in Word provide an attractive look to text. 

• A text box can be used to provide additional information regarding any topic. 

• Text styles are used to give heading or any part of the text an attractive look. 

• Symbols are used to add special characters in the text. 


Exercise 


A. Choose correct options. 


Styles can be found in the 

tab. 

a) Home 

b) Insert 

c) Design 

d) Layout 

To add a text box, one must go to 


a) Basic Shapes 

b) Text shapes 

c) Both a) and b) 

d) None of these 

To provide additional information < 

ar an interesting fact, one can use 

a) Symbols 

b) Text box 

c) Word Art 

d) None of these 

To insert Styles, one must go to 


a) Home tab 

b) Insert tab 

c) Design tab 

d) Format tab 



B. Fill in the blanks. 

1. Cells are formed by the intersection of_and_. 

2. The Shapes command is present on the_tab. 

3. Text box is available in_group of_tab. 
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4. The Screenshot command is present in the_group. 

5. Styles are available in the_tab. 

C. Write T for true or F for false. 

1. We cannot create a new style in Word. : 

I 

2. The Table command is present on the Insert tab. : 

I 

3. The WordArt and Text Box commands are present on the Home tab. ■ 

V,. 

I 

4. WordArt is used to provide an artistic look to images. : 

5. Symbols are special images used to provide additional information. j 

D. Answer the following questions. 

1. Identify any five features of a word processor. 

2. How can you add a screenshot to a Word document? 

3. How can you insert a table in Word? 

4. Write the steps to add a picture to a document. 

5. How can you create a new style in Word? 

Application-based Questions . 

1. Amit wants to add the image of planets given as a wallpaper on his computer 
to a Word document.' What would you suggest to help him carry out this task? 

2. Priya doesn't like any text style. She wants to customize her own text style. 

Help her perform the task. 

Lab Activity . 

1. Find out the information about various types of soild in India, such as alluvial, 
black, red, laterite, desert, and mountain soil, and write it in Word. 

Now do the following— 

a) Convert all the headings to different Styles. 

b) Draw a table providing information on soil type, location, and crops grown. 

c) Add relevant pictures, wherever required. 


















2. Type the following paragraph in Word— 

There are two types of word processor, graphical and modal. The processors 
that are used today are main graphic based that enables the user to work, 
search, find and insert the features appropriately without much headache. 

The earlier versions of word processor were modal based and used markup 
languages for text style and fonts, thus making it difficult for the user to 
handlejt well. 

Now do the following: 

a) Try using the Add-in Style and also practice creating your own Style. Follow 
the steps as given in the chapter. 

b) Give a heading using WordArt. 

Project . 

Draw a table based on 2D geometrical figures, such as circle, triangle, 
rectangle, square, trapezium, rhombus, and parallelogram. Cells must contain 
images of figures, basic features, such as radius or side and information about 
their areas and perimeters or circumference. Then do the following— 

a) Add text style 'Emphasis' to all cells other than cell headings 

b) Convert each heading of the cells into different and unique WordArts 

Explore More . 

Find more about these word processing software programs and learn about their 
unique features. 

• AbiWord • Apache OpenOffice Writer 

• Calligra Words • EtherPad—real-time word processor 

• GNU TeXmacs • Groff 

Weblinks . 

• https://allinonetuts.com/word-processing-package-features/ 

• https://www.techwalla.com/articles/types-of-word-processing-packages 


Notes for the Teacher 



Tell students about different types of word processing software programs available in 
the market. 

Show to students how to add online pictures to a document created in MS Word. 
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Introduction to PowerPoint 



After going through this chapter, you will be 
able to— 

start PowerPoint and tell about its different parts; 

create a new presentation and type and format 
text in it; 

save and close a presentation; and 
open a presentation. 


Akram studies in class 4. Today he has learnt about 
various vitamins and their health benefits in his class. 

While revising the topic, his elder sister Fatima comes 
in. She studies in class 8. She tells Akram that they 
can prepare a PowerPoint presentation on this topic. 

PowerPoint is a new thing for Akram. Now, it's for Fatima 
to elaborate on what is PowerPoint and how it is used. 

Introduction to PowerPoint 

Fatima first gives Akram a brief account of PowerPoint. She tells Akram that PowerPoint 
is an application software program that is widely used to make presentations. 

'What is a presentation?' asks Akram. 

Fatima replies that a presentation is a collection of images, text, videos, and audios put 
together to convey vital information briefly, conveniently, and attractively. 
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'It makes the information more interesting,' Fatima tells 
Akram. She also tells him that PowerPoint is also used 
as business software to create stylish, creative, and clear 
reports with graphical representations. 

Akram now wants to know how a presentation is made in 
PowerPoint. 

'In PowerPoint, there are slides that are used to make a 
presentation,' Fatima tells Akram. 

'But what is a slide?' asks Akram. 

'An electronic page used to represent text, images, and audio and video files is called 
a slide,' Fatima explains to Akram. 

'Now it's time to start PowerPoint,' tells Fatima and switches on the computer. 

Starting PowerPoint 

Fatima guides Akram to start PowerPoint by following these steps. 

1. He clicks on the Start H button. 

2. Fatima asks him to click on PowerPoint. The start screen of PowerPoint opens. 


Did You Know? 

PowerPoint is 
available on various 
platforms, such as 
Microsoft Windows, 
macOS, Android, and 
iOS. 




Fig. 6.1 Starting PowerPoint 


Fig. 6.2 PowerPoint window 


Fatima tells Akram that he can do either of the 
following— 

• Click on the Blank Presentation to create a new 
presentation. 

• Choose a template for your presentation. 

Akram clicks on the Blank Presentation. A new 
blank presentation named 'Presentation!'opens. 


Quick Tip 

Press Windows and 'R' 
key together to open the 
Run command and type 
powerpoint. The PowerPoint 
window is opened. 
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Parts of a PowerPoint Window 

After opening PowerPoint, Fatima shows its various parts to Akram. 



Quick Access toolbar 


Placeholder 


Title bar 


Slides Navigation 
pane 


Slide pane 

Fig. 6.3 Parts of a PowerPoint window 


Quick Access Toolbar 

Quick Access toolbar is used for a quick access to various tools. 

Undo Start from Beginning 


AutoSave f 



3 *<- 

Customize Quick Access Toolbar 

Sa 

Fig. 6.4 Quick 

ve Re< 

Access Toolt 

do 

)ar 



Ribbon 

The ribbon contains various tabs under which various commands are organized in 
different groups. 




Fig. 6.5 Ribbon 





















Title Bar 

It displays the name of the current presentation. 


Slides Navigation Pane 

It allows to view all slides in the presentation. 

Slide Pane 


Did You Know? 

The Format tab in 
Ribbon gets activated 
only when you select 
specific data. 



It displays all the slides in the presentation, and the user can shift from one slide to the 
other. It makes easy checking the layout, design, and content of a slide. 


Placeholder 


It is the dotted rectangular box where text, pictures, and graphs are placed. 


Ruler 

A PowerPoint window has two rulers, vertical and 
horizontal, which help us align the text and objects on a 
slide. 

Status Bar 

It is present at the bottom of a PowerPoint window. 


Quick Tip 

To enable Ruler, click 
on the View tab, go 
to the Show group, 
and then click on the 
Ruler option. 



Slide 1 of 1 Q? English (India)_= Notes GH £□ HI - - I ' + 62% gj | 

Fig. 6.6 Status bar 

The Status bar has the following components. 


Notes 

Clicking on it opens up the Notes pane. It is used to insert 
small notes to each slide. 

Comments 

It is used to give comments or inputs that are required on 
the slide. 

View button 

This is used to view slides in different ways. 


Quick Tip 

You can also give a 
new refined look to 
the title by converting 
it from the SmartArt 
option in the Home 
menu. 
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Normal —the default view 

Slide Sorter —all the slides get displayed in small formats 

Reading View —hides all editing tools and shows only slide content 

Slide Show —shows the slides during the presentation with all the effects and animations 

Scroll bar 

There are two scroll bars, vertical and horizontal, which help us see the contents of the slide. 

Creating a Presentation 

Fatima has familiarized Akram with various parts of a PowerPoint window. Now She 
guides him in creating a presentation. 

Using a Theme 

Fatima tells Akram that he can make his presentation related to a topic by using various 
themes. She asks him to follow these steps. 

1. After opening a blank presentation, he goes to the Design option given in the main 
menu tab and clicks on it. 

2. Several themes get displayed. He chooses the desired one, and the theme gets 
selected in the slide. 

The slide now has more colours and effects. 

Using a Template 

Fatima tells Akram that he can also create a presentation by using various templates. 
She guides him through these steps. 

1. He starts PowerPoint again. The start screen shows various templates. 

2. He selects a template. Fatima tells him that after choosing a template, all the slides 
in the presentation will have the same background, thus eliminating the need for 
adding templates for each slide. 



Fig. 6.7 Using a theme 


Fig. 6.8 Using a template 
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Checkpoint n 


Answer the following questions. 

1. What are the advantages of using a template for your presentation? 

2. Which tool allows you to see all the slides of a presentation? 

3. Name the various parts of a PowerPoint window. 

Entering Text 

Fatima now asks tells Akram that entering text is very easy on a slide. 

'Double-click on the placeholder and start typing the text,' exclaims Fatima. 

Akram then types the text as shown in the image given below. 

Formatting Text 

Akram now wants to beautify the text to make his presentation more appealing and 
attractive. Fatima tells him that he can do so by changing font colour, style, by adding 
effects, and so on. She asks Akram to locate the Font group. Akram does so, and he 
notices that the text formatting options here are similar to those in Word. 


As Akram is already familiar with formatting in Word, he changes the font style, font 
size, and font case with ease. 

Changing Font Style 

1. He first selects the text that he wants to format. 

2. Then he goes to the Font group given in the Home tab and clicks on the Font drop¬ 
down arrow. 

3. He clicks the desired font style and then clicks anywhere on the slide to see the effect. 




Fig. 6.9 Entering text in a presentation 














Changing Font Size 

1. After selecting the text, Akram clicks on the 
Font Size drop-down arrow. Fatima tells 
him that he can also input desired size in 

Font Size. 

2. He clicks on the desired font size and then 
clicks anywhere on the slide to see the effect. 

Changing Font Case 

1. After selecting the text, Akram locates the Change Case drop-down arrow and clicks 
on the desired font case. 

2. He then clicks anywhere on the slide to see the effect. 

Akram also changes the font colour of the text in the subtitle. 



Fig. 6.11 Formatting text in PowerPoint 


Saving a Presentation 


Akram now saves the file for future access. To save 
his presentation, he performs the following steps on 
his own. 

1. He goes to the File menu. 

2. Then he clicks on the Save As option and 
chooses the location where he wants to save the 
file. 

3. He then gives a name 'All about vitamins' to the 
file and clicks on the Save button. 



Fig. 6.12 Saving a PowerPoint 
presentation 


Akram observes that the file gets saved with a .pptx file extension. 


Opening a Presentation 

Fatima asks Akram how can he open his saved 
presentation. 

'I will click on the Open option in the File menu, 
choose the file from its location and click on 
the Open button,' says Akram and opens the 
presentation. 



Fig. 6.13 Opening a presentation 

















Closing a Presentation 

'For closing a presentation, first go to the File menu and 
choose Close,' Fatima tells Akram. 

Akram does so and notices that all the slides are closed 
but not the PowerPoint. 


'If you want to close the PowerPoint window, click on the 
button,' Fatima tells Akram. 


x 


Checkpoint n 

i jrm a 



Quick Tip 

Just click on s 
button to close al 
the slides and MS 
PowerPoint at once. 


Answer the following questions. 

1. Write any two ways of saving a presentation. 

2. Akram has created two presentations. He wants to open them both simultaneously. 
Can he do so? If yes, help him do so. 

3. Which menu is a key for saving, closing, and opening a file? 



Theme 


Placeholder 

Slide layout 

Template 

V 


"A 


A preset package or pre-defined text effects containing 
graphics 

The dotted rectangular box inside a PowerPoint slide in which 
we type text 

The type of format that we choose to display the text 

A pre-designed slide layout 

_ 
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Recap 


• PowerPoint is a powerful business tool for giving presentation. 

• PowerPoint is user friendly and navigating through the slides is very easy. 

• Formatting text and inserting pictures or shapes is done by going to the insert 
option in the main menu. 

• Quick Access Toolbar helps to save, redo, or undo quickly. 

• Viewing slides in four different ways helps to improve slides. 

• Layout is a way to arrange text, objects, audio, and video in a slide. 

• Templates and themes give presentation a much better look. 



Exercise 


A. Choose the correct options. 

1. In which of these views can we see all the slides in a PowerPoint presentation in 


a smaller size? 

a) Normal view 
c) Notes Page view 


b) Slide Sorter view 
d) Slide Show view 


2. To change the font case, we have to first locate the 


a) Home tab. 
c) Format tab. 


b) Insert tab. 
d) Design tab. 


3. The 


displays all the slides in a presentation, and the user can shift 


from one slide to the other, 
a) Slide Pane 

c) Placeholder 


b) Slides Navigation Pane 

d) None of these 


4. What is the default file extension of a presentation file? 


a) .pptx 
c) .ppty 


b) .pptt 
d) .pptz 
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5. What is the dotted rectangular on a slide where text and images can be 
inserted called? 

a) Rectangle b) Placeholder 

c) Slide d) Rectangular box 

B. Write T for true or F for false. 

1. To open a presentation, click on the File menu. i 

.. 

2. PowerPoint is not a part of Office suite. i 

3. The Font Size command is present in the Font group of the Home tab. i 

....... 

4. You cannot add pictures in PowerPoint. : 

\ _ ....... 

5. Reading View hides all editing tools and shows only slide contents. : 

\ . 

C. Fill in the blanks. 

1. The pages in PowerPoint are known as_. 

2. A collection of slides is called a_. 

3. To apply a theme on a presentation, click on the_tab. 

4. We can choose the slide view from the_group on the tab. 

5. To enter text on a slide,_-click on the placeholder. 

D. Answer the following questions. 

1. What are the different ways to create a presentation? 

2. How can you add text to a slide? 

3. Write the steps to add a theme and a template in PowerPoint. 

4. How can you save a presentation and exit from PowerPoint? 

5. Name the different types of views of a PowerPoint presentation. 

Application-based Questions . 

1. Anil has been given a task to create a presentation on 'Food Habits of Animals'. 
Which application would you suggest him to carry out the task? 
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2. Pooja is working on a PowerPoint presentation. She is continuously saving the 
file, but suddenly she clicks on the Close button? How can she open the file 
again? 

Lab Activity . 

1. Create presentations on the following topics— 

a) Continents and oceans b) Circle: its various parts, circumference, and area 

2. After creating the presentations, do the following— 

a) Change the theme b) Change the Font size to 12 

Project . 

Make a presentation on 'Different States of Matter'. The presentation should 
contain at least six slides. Apply a theme or choose a desired template that best 
suits the topic. Save the presentation and share it with your friends. 

Explore More . 

Find out about some other presentation software available. 

Weblinks .. 

https://www.powtoon.com/blog/best-free-presentation-software-and-powerpoint- 

alternative/ 

https://www.techradar.com/news/software/applications/the-best-presentation- 
software-for-businesses-1256592 

Notes for the Teacher 

> Discuss different uses of PowerPoint in the business world in the class. 

> Make sure the students practise well while making slides. 


















CHAPTER 

7 


Working with Slides 



After going through this chapter, you will be 
able to— 

add rearrange, copy, and delete slides; 
switch a presentation between different views; 
work with slide master; and 
change background and colour schemes of slides. 


In the previous chapter, you have seen how Akram's elder sister, Fatima, helped him 
open, close, and create a new presentation in PowerPoint. The presentation created by 
Akram contained only one slide. In this chapter, you will learn along with Akram how to 
add more slides to a presentation. 

Akram is all set to learn and explore more about PowerPoint from Fatima. Happy with 
his eagerness to learn, Fatima guides him further to enable him work with PowerPoint 
slides. 


Adding a New Slide 

Akram goes to the Home tab and clicks on the New Slide 
command in the Slides group. Akram observes that the 
New Slide command contains different types of slide 
layouts. Fatima asks him to click on the Title and Content 
option. He does so and the new slide is added. 

Akram adds the information on vitamin A to the slide. 


Quick Tip 

To add a new slide 
of the same layout as 
the previous one, use 
Ctrl + M keyboard 
shortcut. 














Akram now adds two more slides to his presentation and writes the required 
information on vitamins B and C thereon. 



Fig. 7.1 Adding a new slide 


Fig. 7.2 Adding number of slides 


Rearranging a Slide 

Fatima notices that Akram has added a few more 
slides to the presentation. She tells Akram that 
he can also rearrange the slides in the following 
manner— 

1. Go to the Slides Navigation Pane, and click o 
the thumbnail of the slide to be moved. 

2. Drag it to the desired location. 

Akram has got the slides arranged in a proper 
sequence now. 



Fig. 7.3 Rearranging slides 


Copying Slides 


1. She asks him to open the presentation 'All About 
vitamins'. 

2. She asks him to click on the slide that he wants to copy. 
She tells him to remember the following— 

a) To select the slides in a sequential order, click on the 
first slide, press and hold the Shift key, and then click 
on the last slide in the order. 


Akram now creates one more presentation on 'Components of Food'. He wants to add 
information about vitamins from his previously saved presentation. Fatima guides him 
through the following steps and tells her that he can copy those slides in his current 
presentation. 


Quick Tip 

To move multiple 
slides, select any one 
slide and then hold 
the Ctrl key to select 
other slides and drag 
them. 






















b) To select non-sequential slides, click on the first slide, press and hold the Ctrl key, 
and then click on the last slide that you want to copy. 

3. Right-click on the selected slide(s), and select the Copy option. 

4. Open the presentation where you want to copy the slides. 

5. In the slide navigation pane, right-click on an empty area, and under the Paste 
Options, do one of the following— 

a) To use the theme of the presentation of the source file, click on the Keep Source 
Formatting option. 

b) To use the theme of the presentation of the destination file, click on the Use 

Destination Theme option. 


a) 

Fig. 7.4 Copying and pasting a slide 




b) 


Deleting Slides 

Akram knows how to delete a slide. He tells Fatima that right-clicking on a slide shows 
the Delete option. 


Slide Views 

Fatima now shows to Akram different ways to view all 
the slides— 

1. Normal View 2. Outline View 

3. Slide Sorter View 4. Notes Page View 
5. Reading View 

Fatima wants to show Akram how he can switch 
between different views. This time, Akram creates a new 
presentation on 'Solar System'. 



Quick Tip 

To delete a slide, 
click on the slide 
thumbnail in the slide 
navigation pane and 
press the Delete key. 
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Normal View 

Fatima tells Akram that normal view is the default view of PowerPoint. 

'It displays the slide thumbnails (small version of the slides) on the left-hand side, while 
the selected slide is opened on the right-hand side,' Fatima explains to Akram. 

Outline View 

Akram clicks on the Outline View. He notices that only the text is displayed on the left- 
hand side. 

'Here, you can make changes in the text easily,' Fatima tells him. 



Fig. 7.5 Normal view Fig. 7.6 Outline view 


Slide Sorter View 

Akram observes that the Slide Sorter view displays all the slides of the presentation as 
thumbnails, giving him a complete overview of his presentation. 

'Using this view, he can rearrange the slides and adjust the sequence very easily.' Fatima 
tells him. 

Notes Page View 

Fatima tells Akram that the Notes Page view lets us add notes to a slide, 'You can 
refer to these notes while giving a presentation. You can also rehearse or prepare 
presentation using notes,' she tells Akram. 

Reading View 

Fatima tells Akram that the Reading View is quite helpful in thoroughly reading the text 
and checking it for any error. 










Fig. 7.7 Notes Page view Fig. 7.8 Slide Sorter view Fig. 7.9 Reading view 


Working with Slide Master 

Now Fatima explains to Akram the Slide Master view. She tells Akram that it is used for 
formatting slides, such as font style, font colour, background, and placeholder size. 

Fatima tells Akram how to create a slide master and asks him to remember that the 
slide master should always be created before creating individual slides. Now Fatima 
guides him through the following steps. 

1. Click on the View tab. Click on the Slide Master command in the Master Views group. 

2. The master slide is the first slide that appears on the left side of the screen. You can 

delete any Slide Thumbnail by right-clicking on the slide and selecting the Delete 

Layout option from the menu. 

3. To apply a theme to the slide master, do the following— 

a) Click on the Slide Master tab. 

b) Click on the Themes option in the Edit Theme group, and select the desired 
theme. 

4. To add a placeholder to a layout, do the following— 

a) In the slide navigation pane, click on the layout where you want to add a 
placeholder. 

b) In the Master Layout group on the Slide Master tab, click on the down-arrow of 
the Insert Placeholder command and select the type of the placeholder you want 
to add. 

c) Click at the desired location on the layout and drag the mouse pointer to draw 
the placeholder. 

d) To delete a placeholder, click on the border of the placeholder and press the 
Delete key. 














5. To add text to the footer of all the slides, do the 
following— 

a) Click on the Insert tab. 

b) Click on the Header & Footer command in the 
Text group. 

c) The Header & Footer dialogue box appears. 

Click on the Slide tab. 

d) Check the Footer box, and type the desired text. Fig 7 10 Working with slide Master 

e) Check the Apply to All option. 



Checkpoint 


IN 


Name the slide view in each of the following questions. 

1. Which view do you think will help you make corrections in the content of a slide? 

2. In which view is text properly displayed in the Slides Navigation pane? 

3. What is the default view of PowerPoint? 

4. What is the purpose of the Slide Show view? 


Changing Background and Colour Scheme of Slides 

Akram wants to change the colour scheme and 
background of the slides. 

Fatima asks Akram to locate the Variants group on the 
Design tab and click on one of the variants to change the 
colour scheme and background. 

Fatima now tells Akram that he can customize the 
background by clicking on the Format Background 
command in the customize group. Akram clicks on it 
and the Format Background window opens on the right 
showing Fill containing various options, such as Solid 
fill, Gradient fill, Picture or texture fill, and Pattern fill. 

Fatima tells him that he can also hide the background 
graphics using the Hide background graphics option. 

Every option has unique features to change the colour scheme. 


Quick Tip 

You can also format 
the background 
option by going 
to the Format 
Background 
option given in the 
Customize group of 
the Design tab. 









Variants 



Fig. 7.11 Variants group 



Fig. 7.12 Selecting Fig. 7.13 Selecting 

Colour Scheme Format Background 


Now Fatima explains every option available under the Format Background option to Akram. 


Solid fill —Used to change the colour scheme 
(Color option) and darken or brighten the colours 
(Transparency option) 

Gradient fill —Used for various options, such as 
Preset gradients, Type, and Gradient stops 

Picture or texture fill —Has various options, such as 
Insert picture from, Texture, and Transparency 

Pattern fill —Has various options, such as Pattern, 
Foreground, and Background; used to select a 
pattern or change background or foreground colours 


Format Background 


■* * FILL 

<9‘ Solid fill 
Gradient fill 
Picture or texture fill 
Pattern fill 

U Hide background graphics 


Transparency 


lad 


Apply to All | | Reset Background 


Fig. 7.14 Format Background options 


K - 1 

Thumbnail A miniature version of a slide 

View To create, rearrange, change design, and text for a presentation 

V_ _ J 



Recap - 

• PowerPoint has various options to create, design, and change background of a 
slide in a presentation 

• There are five different types of views in PowerPoint. 

> The Normal view is the default view to design and create slides in a 
presentation. 

> The Slide sorter view is used to arrange, rearrange, check sequence, and 
delete a slide. 
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> The Reading view helps you to read the text and edit the required portion. 

> The Notes Page view lets you make notes in slides that can be used for later 
reference by the presenter. 

> The Outline view displays only the text of the slide. 

• The Slide Show view is used to rehearse a presentation. 


Exercise 



A. Choose the correct options. 

1. To change the background of the slides in a presentation, one must go to the 

a) Home tab. b) Design tab. c) View tab. d) Review tab. 

2. The Normal view can be chosen from the 

a) Home tab. b) Design tab. c) View tab. d) Review tab. 

3. To rearrange the slides of a presentation, you have to choose the 

a) Slide sorter view. b) Notes page view, 

c) Reading view. d) Outline view. 

4. Which of the following views is used to have all the slides in a presentation the 
same format? 

a) Slide sorter b) Slide Master 

c) Outline d) Design tab 

5. Which of the following tabs will you select to use the Slide Master command? 

a) Review b) Home 

c) View d) Design 

B. Write T for true or F for false. 

/.. 

1. In the Notes Page view, only the text is displayed on the left-hand side. : 

2. The Outline View lets you add notes to a slide. ■ 
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3. You can use the Gradient fill option to change the colour scheme 

of a slide. .- 

4. You can add patterns using the Solid fill option. ; 

5. The Solid fill option cannot be used to brighten the colours. : 

C. Fill in the blanks. 

1. The_is the default view in PowerPoint. 

2. The_key can be used to delete a selected slide. 

3. The_view lets you add notes for later reference. 

4. The outline view is used to make changes on the_. 

5. To change the background colour of a slide, click on the_tab. 

D. Answer the following questions. 

1. Write the steps to create a slide master. 

2. How can you add notes to each slide of a presentation? 

3. How can you delete a slide? 

4. Differentiate between the Slide Sorter and Slide Show views. 

5. Write a short note on 'Slide Master'. 

Application-based Questions . 

1. Yash has created a PowerPoint presentation. He wants all the slides of the 
presentation to contain the same logos and fonts. He also wants to make sure 
that any change that he makes in a slide is applied to all the other slides. Help 
him perform the task. 

2. Yash wants to format the background of the slides of his presentation. He 
wants to know if there is any shortcut to carry out this task. Can you help him? 

Lab Activity . 

1. Make a PowerPoint presentation on 'Our Environment'. The slides should 
contain the following points— 

a) Our environment b) Pollution of air, water, and soil 

c) How to keep the environment clean? d) How to save trees? 
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2. Make a PowerPoint presentation on 'Different Geometrical Shapes'. The slides 
should contain the following points— 

a) Point, line, line segment, and ray b) Closed and open figures 

c) Different types of polygons d) Circle and its various parts 

Project . 

Make presentations on topics, such as FIFA World Cup 2018 and 2018 
Commonwealth Games. Collect information from newspapers, magazines, and the 
internet. 

Explore More . 

Find out how to use the slide master feature in other presentation software 
programs. 

Weblinks . 

• https://www.wikihow.com/Create-a-PowerPoint-Presentation 

• https://support.office.com/en-us/article/Basic-tasks-for-creating-a-PowerPoint- 
presentation-efbbcl cd-c5f1 -4264-b48e-c8a7b0334e36 

Notes for the Teacher 

> Make sure that the students practise different views while making slides. 

> The students should learn how to format slides using slide master. 

> Emphasize the use of Slide Sorter to rearrange slides in proper order, which is 
essential for a presenter. 
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Hore on Scratch 



After going through this chapter, you will be able 
to— 

know about various components of Scratch; 
add a new sprite and work with two sprites; 
set the sprite position and rotation style; 
change the Pen shade, backdrop of the stage; and 
play the instruments. 


Carol is in class 4. She is playing her favourite game on her computer with her cousins. 
She is enjoying the game. Her elder brother, Ethan, is in Class 7. She tells him that she 
wants to draw a cartoon character and move it just like that in a video game. 

'Can I do that?' she asks her brother, Ethan. 

'Of course, you can do that in Scratch,' he replies. 

'Yeah, I have learnt about Scratch in class 3, but I want 
to know more. Can you help me?' she asks Ethan. 

'Yes, but first let's know about some of the features of 
Scratch,' he replies. 

Ethan tells Carol that Scratch is a visual programming 
language primarily intended for kids. 

'It is used to create interactive stories, games, and 
animation. You can share your creations with the 
internet community as well,' he tells Carol. 
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Choose sprite New sprite 
from library f ror n camera 


New sprite: 


Adding a New Sprite 

'Can I delete the default sprite and add a different 
sprite?' Carol asks Ethan. 

'Yes, you can do that easily,' replies Ethan. 

Ethan then demonstrates how to add a new sprite. 

There is the New Sprite: section above the 
Sprites pane to add new sprites. It has four 
icons to add a sprite. 

Choose sprite from the library —You can insert a 
sprite from the Scratch Library. After opening the 

Sprite Library, you can choose the desired Category on the left and select the sprite 


1 | 


Paint new Upload sprite 
sprite from file 
Fig. 8.1 Options to add a new sprite 



Fig. 8.2 Sprite Library 


Paint a new sprite —You can draw a new sprite using this. After clicking on it, the Paint 
editor opens on the right where you can draw the new sprite. The new sprite gets 
automatically added to the Sprites list. 

Upload sprite from file —You can even add a sprite saved on your computer. After 
clicking on it, the Select file(s) to upload dialogue box opens up, in which you can 
select the file you want to insert. Click on the Open button. The selected file will be 
added to the sprites list. 




























New sprite from camera —You can add a sprite using your webcam by clicking on a 
picture. 


Upload costume 


Changing Costumes 

'Alongside the Scripts tab, there is another 
tab,' says Ethan. 

'And what is that meant for?' asks Carol. 

'That is the Costumes tab,' Ethan replies 
and begins explaining it. 

If you want to change the appearance, 
size, or the direction of the sprite, you can 
easily do that with this tab. 

'And what are these four options below 
New Costumes?' Carol asks another 
question. 

'These are used to add a costume. Let's 
know about all of them,' Ethan tells Carol. 

Choose costume from library —Used to add a costume from the Costume library 
Paint new costume —Used to draw a new costume in the Paint editor 



Upload costume from file —Used to add another image of the sprite stored on your 
computer 

New costume from camera —Used to choose your photo or any other picture and add it 
'That's all about it,' asks Carol. 

'No, there is more to this. You can even delete a costume if you don't like it,' he replies. 
'And how can I do that?' she asks. 


'Just select the sprite in the Costumes Area and click on the cross button on the top right 
corner of the costume. You can also right-click the costume and select the Delete option,' 
replies Ethan. 

'Can I use a copy of the same sprite?' asks Carol. 

'Yes, you can make a copy of it. Right-click on the sprite and select the duplicate 
option,' replies Ethan. 


Adding Sounds Tab 

'Do you want to add sound to your Sprite?' Ethan asks. 

'That would be quite interesting. Please tell me how I can do that,' asks Carol. 
'You can do that with the help of the Sounds tab,' replies Ethan. 

Ethan tells Carol that the Sounds tab is located to the right of the Costumes tab. 














Record new sound 

Upload sound from file 


Choose sound 
from library 


'First click on the sprite and then on the 
Sounds tab,' he explains further. 

'What are these three options below New 
Sound:?' asks Carol. 

Ethan tells her that these are the ways to 
add sound to the sprite. He then explains 
the options one by one to Carol. 

Choose sound from library —Clicking 
on this option opens the Sound Library. 

You can select a Category on the left and 
choose a sound. To preview the selected 
sound, click on the play (►) button. Click on 
the OK button to add the selected sound to the sprite. 

Record new sound: This option lets you record sound and add it to the script. 



Fig. 8.6 Options to add sound 






n 

X 






■ 

Sound Library 

Calegur* 

JUI 

•If * 

•if ► 

•If ► 

1 

•If ► 

■ 

rfrprfr 







•«If * 

•If ► 

•If ► 

•If ► 


Mux 1 J»i* 


EhxII loll 

uw 

ttrthclay latll* 



* if > 

•If - 

•If ► 

•If ► 



talitjtei 

hwttPfw 

car ftassjnij 







□K CiuiGhl 









New sound: 

« <1 £ 


Costumes Sounds 
frecordingl 


«> <• 


'ii 


^ ^ q Edit T Effects ▼ 

Microphone volume: 


Fig. 8.7 Sound Library 

Upload sound from file: This option lets 
you upload an audio file stored in your 
computer. When you click on this option, 
the Select file(s) to upload dialogue box 
opens up. Choose the file you wish to 
upload and click on Open. 

Carol tells Ethan that he missed 
something. 

'What is that?' he asks. 

'New Sprite: and New Backdrop:,' Carol 
replies. 

Ethan then asks Carol to first add a new Fi 9' 8 - 9 Selec,in 9 file < 5 > to u P load dial °9ue box 
Sprite. Thereafter, he explains the New Backdrop option. 



Fig. 8.8 Recording new 

sound 
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Adding a Backdrop 

Ethan tells Carol that backdrop is the background of the stage area, and the Backdrop 
option is used to change it. 


Carol notices that there are four options to add a backdrop to a stage just like a sprite. 
Ethan explains these to her. 


Choose backdrop from library —This 
option lets you add a backdrop from the 
Backdrop Library. Click on this button. 

The Backdrop Library opens up. Select 
the desired backdrop and click on the Ok 
button. 

Paint new backdrop —This option lets you 
draw the backdrop. On clicking on this 
option, the Paint editor opens. You can 
draw the backdrop and use it. 



Choose backdrop 
from library 
Paint new backdrop 

New backdrop from 
camera 


Upload backdrop from file 
Fig. 8.10 Options to add a new backdrop 


Upload backdrop from file —This option lets you use an image saved on your 
computer as the backdrop. 


New backdrop from camera —This option lets you click a picture (using a webcam) 
and use it as the backdrop. 


Checkpoint 



A 


Answer the following questions. 

1. How can you add your own sound to a Scratch project? 

2. What do you understand by backdrop? 

3. What are costumes in Scratch? 

4. Can you draw a sprite? If yes, explain how. 

5. Is there any way to duplicate a sprite? If yes, explain how. 
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Working with Two Sprites 

Carol asks Ethan to help her create an underwater scene with a scuba diver and an octopus. 
Ethan guides Carol through the following steps. 

1. Remove the Cat Sprite. You can see only one stage, that is, Stage 1 backdrop. 
Choose an underwaterl background from new backdrop. 

2. Now choose Diver2 as a new sprite and Octopus as another sprite. 

3. Drag both the sprites to the extreme left. 

4. Click on the Diver2 sprite and begin adding blocks. 

5. Drag the block and place the -—- 1 block after this. 


6. Inside the 


block, add 
after the other. Change the value of the 
7. Now click on the Octopus sprite. 


steps ■■ wait 


8. Drag the 


block and place the 


,and 

block to 0.1. 

block after this. 


HI blocks one 


9. Inside the 


block, add 


, and 


blocks. Change the value of the 


block to 0.5. 


10. To execute the scripts, click on the green flag. 



Fig. 8.11 Working with two sprites script 


Fig. 8.12 Running the script 


The Forever Block 

Ethan tells Carol that adding the same blocks again and again is often time-consuming. 

To perform a command unlimited times, the Forever block is used,' he tells Carol. He 
shows the block to Carol, which is found under the Control group. He tells Carol that 
the code to be repeated is enclosed inside it. 

























'Let us create a simple script that uses the forever block,' he tells Carol. 
Example 1 To create a continuous cuboidal path using the Forever block 


1. From the Control group, drag the 

2. In the Forever block, drag the 
blocks one by one. 



block to the Scripts area. 


, and 


3. Click on the blocks. You will see that the sprite is creating a cuboidal path by itself. 



Fig. 8.13 Using the Forever block 


Setting the Sprite Position 

Ethan now tells Carol that the sprite position can be set. He explains that the coordinates on 
Scratch stage runs from x= - 240 to 240 to y= - 180 to 180. 


'The sprite is usually located at x=0, y= 0. You can detect the change in the position of 
the sprite by simply dragging it and observing the change in the coordinate system. 
The Motion blocks help us in dragging the sprite to a different position,' he explains 
and makes it clearer by using an example. 


Example 2 

1. He drags anc | S blocks 

to the Scripts area. 


2. Inside the Forever block, he drags the 

-1 block and changes its value to 

100 . 


3. Beneath the 


block, he starts 


dragging these blocks one by one— 



Fig. 8.14 Setting the sprite position 


































ii) Bfl® , (Change its value to 100.) 

iii) , (Change its value to 90.) 



iv) BS® , (Change its value to 100.) 

v) 


vi) ®(Change its value to-5.) 

vii) , (Change its value to 35.) 



4. He now clicks on the green flag and observes how the sprite changes its position, 
size, and colour on the stage. 

Rotating the Sprite 

Ethan now tells Carol that the 'i' icon in the Sprite pane contains rotation style with 
three different styles. 

1. To help in rotating the Sprite in complete rotation 

2. To change the sprite facing 

3. To rotate the sprite on its centre point 

'We can make a sprite move forward and backward in a lane,' Ethan tells Carol. 

'It sounds interesting, but it seems a little difficult,' says Carol. 

'No, not at all. Let's know how we can do that,' replies Ethan. 

Carol follows these instructions given by Ethan. 

1. She deletes the Cat sprite and changes the background to brick walll. 

2. She then adds Jamie Walking sprite to the stage. 



Fig. 8.15 Adding a backdrop and sprite 


Fig. 8.16 Moving the sprite forward 

















block to the Scripts area. 


3. She then drags 

4. She then drags 

5. She then drags 
block. 



and 



blocks under 
, and 


block. 


in the Forever 


6. She then changes the time in wait block to 0.1 secs. 

7. To execute it, she clicks on green flag. 



Changing the Pen Colour 

Carol knows that she can draw a line, square, or circle with 
the help of sprite. Ethan tells her that she can change the 
shade of a shape continuously like a rainbow. 

He then begins to explain, The Pen block can be used 
to draw anything with the movement of the sprite. The 
shades of the pen colour usually vary from the lightest, 
which is 0 to the darkest, which is 100.' 


Did You Know? 

Mitchel Resnick is 
director of the MIT 
Scratch Team who 
developed Scratch. 



Ethan makes it clearer to Carol by giving the following example. 
Example 3 To draw a line of changing colour shades 

1. Delete the Cat Sprite and add the Ball Sprite to the stage. 

2. Drag the block to the Scripts area. 



3. Inside the Forever block, drag these blocks one by one: 
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iii) _Li, (Change its value to 20.) 

iv) 


v) 




Fig. 8.18 Changing pen shade 


4. Click on the blocks to make the sprite create a line of changing colours. 


Playing Instruments 

Ethan tells Carol that we can make our sprite play 
instruments. Ethan asks Carol to make the sprite play 
the piano. 

She follows these instructions given by Ethan. 

1. She deletes the Cat Sprite and changes its 
background to spotlight-stage. 


2 . 

3. 


She then adds new sprite as Piano-Electric. 


She then drags i and 

to the Scripts area. 



blocks 



Fig. 8.19 Playing with instruments 


4. Inside 


block, she begins dragging the blocks 


60 ' 


L 0.5j 


and one by one four times consequently. She changes the values in the 

play note to 92, 97, 102, and 107 and the beats to 2 in all the blocks. 

5. She clicks on the green flag to execute it. 


Checkpoint 




Fill in the blanks. 

1. The_block is used to start and end the project. 

2. The_category makes the sprite play instruments. 

3. The_tab is used to add sound to a sprite. 

4. The_icon in the Sprite Pane contains rotation style. 
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Sprite 

Stage 

Scripts area 

Sprite List 

V_ 


"A 


The graphic object used to create an animation in Scratch 

A place in the Scratch window where the sprite interacts with 
other objects 

The ares in the Scratch window that is used to create all the 
scripts by dragging blocks from the Block palette 

A list that consists of the blocks of various instructions that can 
be selected in a project 

___ J 


Recap - 

• Scratch is a visual programming language used to create interactive stories, 
games, and animations. 

• Scratch helps you to learn the programming technique of logical reasoning and 
develop analytical skills. At the same time, it makes learning enjoyable. 

• Sprites are programmed by using several instructions from the block palette. 

• There are various block palettes in Scratch, which are motion, looks, control, 
sound, pen, operators, variables, and sensing. 

• New sprites can be created, imported, or added from the library. 

• Adding two sprites shows the interactive behaviour between the two. 

• Backdrop is a feature that can be created, imported, or added from the library. 
It consists of different backgrounds to make the story a more dramatic. 
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Exercise 


A. Choose the correct options. 

1. Which option is selected from the library to give the stage a new look? 

a) Sound b) Pen c) Control d) Backdrop 

2. Which of the following is used to start and end a project in Scratch? 

a) Stage b) Flag c) Sprite d) Toolbar 

3. Which block lets you play different sound? 

a) Play b) Motion c) Sound d) Events 

4. Which of the following is used to make a sprite carry out instructions? 

a) Blocks palette b) Scripts area 

c) Presentation mode d) Sprite list 

5. The pen colour value ranges from 

a) 1 to 100. b) 0 to 50. c) 1 to 50. d)0to100. 

B. Write T for true or F for false. 

1. There can be only one sprite while narrating a story. i 

2. The size of the stage is 470 x 230 units. i 

3. It is not possible to change the default sprite. i 

4. You can also draw a backdrop for your script. i 

N. 

5. The pen shade value 100 represents the lightest colour. i 

^ ..... . 

C. Fill in the blanks. 

1. _helps to make the sprite repeat actions. 

2. _is the place where instructions for the sprite to move is dragged 

and placed. 

3. _feature has different backgrounds to make a story more dramatic. 

4. _mode enable us view the stage in maximize and minimize form. 

5. _includes various types of sound that the sprite can play or create. 















D. Answer the following questions. 

1. Define the following terms. 

a) Sprite b) Blocks palette 

2. How do you add two sprites into the stage? 

3. Write the steps to give motion to the sprite. 

4. How do you change the costume of the sprite? 

5. Write a script to draw a circle with changing pen colour. 

Lab Activity . 

1. Create an animation showing two children participating in a race. 

2. Create an animation showing a ball rolling and bouncing. 

3. Insert the following into the stage, and execute the following actions— 

a) Rotate the sprite 20 steps first clockwise and then anticlockwise 

b) Add two sprites to the stage c) Add a new backdrop to the stage 

d) Change pen colour e) Add any Sound 

Project . 

1. Write a script showing a boy and a girl dancing while an instrument is being played. 

2. Write a script showing the formation of a rainbow one colour at a time. 

3. Write a script to show snowfall. 

Explore More . 

Learn more about various features of Scratch and use it to make different types 
projects. Search the internet for some sample projects and try to implement them 
with modifications. 

Weblinks . 

• https://scratch.mit.edu/starter_projects/ 

• https://www.pluralsight.com/courses/learning-programming-scratch 


Notes for the Teacher 

> Ensure that the students practice with the different block palettes. 

> Help students show a story in Scratch. 

> Help students to know the correct way of representing a story. 
















The Internet 



After going through this chapter, you will be able 
to— 

• define network and the internet; 

• know about various terms associated with the 
internet; 

• know what is required for an internet 
connection; and 

• understand how to start and use a web 
browser. 



Kasvi is in class 4. It is Sunday, and she is going to visit, her uncle, Mr Uday Rawat, in 
Mumbai. Mr Rawat works in an IT company. Kasvi asks him if she can come to his office. 
Mr Rawat agrees, and Kasvi goes with him to his office. 


In her uncle's office, Kasvi observes that the employees 
are using computers for talking to someone, accessing 
information, and so on. She asks him about the same. 

He tells her that they are using the internet. She doesn't 
know what the internet is. So she requests his uncle to 
elaborate further. Happy to see Kasvi's curiosity to learn, 
Mr Rawat begins describing the internet to her: 



The internet nowadays is helping us in getting the world closer and knowledge gets 
shared very easily around the world. It keeps us updated about the affairs going around 
the world.' 
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The internet is simply a network of computers,' Mr Rawat tells Kasvi. 

'What is a network?' asks Kasvi. 

Network 

Mr Rawat tells Kasvi that a computer network is a connection of two or more computers for 
the purpose of sharing any information or data. This connection may be wired or wireless. 

He then explains to Kasvi the various types of computer networks. 

Personal area network (PAN) —Interconnects devices, such as computers and tablets, 
based on personal workspace 

Local Area Network (LAN) —Provides connections between computers in a residence, 
school, and laboratory 

Metropolitan Area Network (MAN) or Campus Area Network (CAN) — Provides con¬ 
nections between different local area networks (LANs) within a geographical area 

Wide Area Network (WAN) —Provides connections that extend over a large geograph¬ 
ical distance 

Mr Rawat asks Kasvi to remember the following— 

• MAN provides users to connect with computer resources in a geographic area much 
larger than that covered by LAN. It is smaller than a wide area network (WAN). 

• The internet can be considered as WAN since its connection extends worldwide. 


Checkpoint ' 


1. Write full forms of the following— 

a) WAN b) CAN c) PAN 

2. On the basis of the coverage area, write the following types of networks in the 
ascending order. 

WAN, MAN, PAN, CAN, LAN 
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What is the Internet? 


Mr Rawat now elaborates and explains the term 'internet' 
to Kasvi. 

The internet is a collection of wide area network across the 
world. It is a connection of millions of computers across 
the world connected together. A set of rules, called 
transmission control protocol/internet protocol (TCP/IP), is 
used to connect computers to the internet. A wide range 
of information is available on the internet, such as research 
articles, news, books, products, technical support, job 
vacancies, and healthcare. This information is 
available in the form of text, images, and videos. 

'There are various things for which we can use the 
internet,' Mr Rawat tells Kasvi. 


Did You Know? 

In 1969, the Unitec 
States Department 
of Defense set up a 
network called Ad¬ 
vanced Research Proj¬ 
ects Agency Network 
(ARPANET). It laid 
the foundation of the 
internet. 


Uses of the Internet 

Mr Rawat then describes a few uses of the internet as follows— 

1. You can search and access any information based on any topic on the internet. 

2. With the internet, communication is a lot easier. You 
can send emails, do video conferencing, chat with 
your friends on social networking sites, and so on. 

3. The internet is being used by various companies to 
advertise and sell their products. You can buy and sell 
various products over the internet. This type of inter¬ 
net activity is called e-commerce. 

4. You can use the internet for your entertainment as well 
for various activities, such as playing online games, 
watching movies, and listening to music. 

5. The internet can be used for education as well. There 
are several online courses available on the internet. 

6. Internet banking is one of the most important aspects of the internet. It lets you pay 
bills, operate your bank accounts from anywhere, book railways and air tickets, and 
do various other transactions. 

'So, the internet is available at all times on our computers. We can use it right after 

buying the computer,' says Kasvi. 
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Did You Know? 1 

Srinivasan Ramani 
played an important 
role in bringing ER- 
NET and forming the 
internet in India. The 
internet came to India 
in the early 90s. 







'No, we need an internet connection to connect to the internet,' Mr Rawat replies. 
He then tells Kasvi about the things required for an internet connection. 


Basic Requirements for an Internet Connection 


1. A computer—A smart machine on which you can per¬ 
form various tasks 

2. A modem—A device that allows a computer to send 
and receive data via a telephone line or a cable con¬ 
nection 

3. A telephone, a cable, a broadband connection, or a 
Wi-Fi router 


Did You Know?) 

You can also make a 
smartphone act like a 
modem via USB cable. 


4. An internet service provider—the companies that provide the internet connection 

5. An internet browser, such as Microsoft Edge, Google Chrome, and Mozilla Firefox 
Mr Rawat now starts explaining various terms associated with the internet to Kasvi. 


World Wide Web (WWW) 

The World Wide Web (WWW) is a network of special pages, 
called web pages, on the internet. These pages are interlinked 
together to enable us get desired information from the inter¬ 
net via hyperlinks. 

A web page is created using a special language, called 
HyperText Markup Language (HTML). It can be accessed 
via a web browser. 


Did You Know? 


Tim Berners-Lee 
invented the World 
Wide Web in 1989. 



Uniform Resource Locator (URL) 

A Uniform Resource Locator (URL) is a special web address assigned to a website, such 
as https://www.google.com/chrome/. 

A URL generally has three parts— 

1. Protocol 2. Domain name 3. Path of the file on the server 

In the URL https://www.google.com/chrome/, the protocol is 'https://', the domain 
name is 'www.google.com', and the path is '/chrome/'. 

While trying to find a website, the URL has to be typed in the address bar. It is not nec¬ 
essary for the URL to have a path. A URL without a path is generally the Home page of 
the site, which is the first page displayed when you access a site. 
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Search Engine 

Mr Rawat tells Kasvi that a search engine helps us search and find information on the 
internet on any desired subject. A search engine is a software system that searches the 
web pages for information on a particular topic. The topics are usually specified in the 
form of keywords. Some popular search engines are Google, Yahoo!, and Bing. 


Browser 

Mr Rawat tells Kasvi about a browser. 

'A browser is a software program that is used to dis¬ 
play web pages on the internet. It uses HTML for dis¬ 
playing web pages,' he tells Kasvi. 

He mentions some of the popular browsers—Goo¬ 
gle Chrome, Mozilla Firefox, Internet Explorer, Opera 
Browser, Safari, and Microsoft Edge. Fig. 9.1 Logos of some web browsers 



Website 

'Several web pages linked together under a single 
domain name make up a website,' Mr Rawat tells Kasvi. 

'The first page of a website is the Home page, which 
gets displayed in the browser window when a website is 
opened,' he further tells Kasvi. 


Checkpoint n 


Did You Know? 

Microsoft Edge re 
placed Internet Ex¬ 
plorer as the default 
browser of Windows 
10 . 



Match the following. 


Column A 

Column B 

1. HTML 

a) Universal Resource Locator 

2. URL 

b) Connections between computers in school 

3. WWW 

c) HyperText Markup Language 

4. ISP 

d) World Wide Web 

5. LAN 

e) Internet Service Provider 








Starting a Web Browser 

Kasvi has now understood the basics of the 
internet. Next day, while playing a game on a 
computer, Mr Rawat shows to her how the 
internet is used. He guides her on how to start 
and use a web browser. 

1. He asks Kasvi to select a browser. She clicks 
on Microsoft Edge and opens it. 

2. After opening the browser, she sees the first 
page, or Home page, along with various tabs 
or buttons, which have different functions. 
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Fig. 9.2 Start page of Microsoft Edge 


'Let us learn about them,' Mr Rawat tells Kasvi. 


Title Bar 

Mr Uday shows to Kasvi the title bar and the various commands on it. 
1. Minimize - —It is used to minimize the browser window. 


2. Maximize 


□ 


—It is used to restore or maximize the browser window. 
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Fig. 9.3 Title bar 

3. Close x —It is used to close the browser. 

4. New tab + —It is used to open a new tab. 

5. s start x —It is the tab that you are currently 

working on. 

6. Show tab previews v —It is used to show tab 
previews. 


Quick Tip 

Pressing F11 will al¬ 
low you to enter and 
exit full screen mode 
in Microsoft Edge. 
This works with Goo¬ 
gle Chrome as well. 


7. Tabs you've set aside 0 —It provides a list of tabs 



that you have set aside. You can later restore them from where you left off. 


8. Set these tabs aside —It is used to set aside those tabs that you do not want 

to work on. 
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Menu Bar 

Ms Uday tells Kasvi various components of the Menu bar. 

1 . Back <- —It is used to go back to the previous page that you have already visited. 

2. Forward -» —It is used to go to that page on which you were before clicking on 
Back. 

3. Refresh o —it is used to reload the current page. 
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Fig. 9.4 Menu bar 


4. Home & —It is used to go to the Home page of the 
browser. 

5. Address bar — Here, you type the address of the 
website you want to open. 

6. Hub ^ —It contains favorites, reading list, books, 
history, and downloads. Clicking on it opens a pane as 
shown in Fig. 9.5. 

7. Add Notes ^—With this, you can add notes to the 
web page. 



Fig. 9.5 Hub 
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Fig. 9.6 Add Notes component of the Menu bar 


8. Share —With this, you can share the web page with others. 

9. Settings and more —It contains settings and other accessories. 
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Fill in the blanks. 

1. The_button takes you to the home page of the browser. 

2. Hub contains_, reading list,_, history, and_. 

3. The_button takes you to that page which you have visited earlier. 



IP 


A protocol to transfer data from one computer to another on the 
internet 


TCP 

HTTP 

HTML 

Modem 

_ 


A standard that defines how to exchange data over the internet 
A protocol defining how messages are formatted and transmitted 

A markup language used to create web pages and web 
applications 

A device used by computer to transmit data over cables or 
telephone lines 


Recap - 

• A computer network is a connection of two or more computers to share any infor¬ 
mation or data. 

• The internet is a collection of information and uses TCP/IP to transmit data globally. 

• A URL (Uniform Resource Locator) generally has three parts—protocol, domain 
name, and path of the file on server. 

• Internet banking can be used to pay bills, operate bank accounts, book railway 
and air tickets, and so on. 

• Requirements to access the internet are computer, ISP, modem, Wi-Fi router, and 
web browser. 

• A browser is a software program that is required to search a website. 

• A search engine helps us find information on any topic. 

• A website is a collection of interlinked web pages. 
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Exercise 



A. Choose the correct options. 


1. Which of the following is a domain name in the URL https://www.indiannicale- 
arning.com/content/about-us? 

a) /content/ b) /about-us 

c) www.indiannicalearning.com d) https:// 

2. The internet is a type of 

a) MAN b) PAN c) WAN d) LAN 


3. The full form of URL is 

a) unified reserve location. b) unified resource locator, 

c) uniform resource location. d) uniform resource locator. 

4. Microsoft Edge is a type of 

a) Search engine b) Web page c) Web browser d) Website 

5. What is a website? 

a) A software program that displays web pages 

b) A collection of interlinked web pages located under the same domain name 

c) Special web address assigned to a website 

d) All of these 


B. Write T for true or F for false. 

1. A PAN provides connections between different local area networks 
(LANs) within a geographical area. 

2. The internet cannot be used to play games on computer. 

3. A modem is not required for an internet connection. 

4. The internet can be used for education purposes. 

5. We can book railway or air tickets through the internet. 
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C. Fill in the blanks. 


1. You can find information on any subject using the_. 

2. Buying and selling of goods and services with the help of the internet is known 

as_. 

3. The_button is used to go to the page on which you were before 

clicking on the Back button. 

4. _are telecommunication companies that provide internet connectivity. 

5. A_defines how messages are formatted and transmitted over the 

internet. 

D. Answer the following questions. 

1. Write some of the uses of the internet. 

2. What do you understand by a hyperlink? 

3. Describe various parts of a URL. 

4. How can you consider the internet as WAN? 

5. What are the basic requirements for internet connection? 

Application-based Questions . 

1. Varun wants to access the internet on his computer, but he can't. He has a mo¬ 
dem, Wi-Fi router, and internet browser. What else does he need?? 

2. Alia typed a website as https://www.google, but the site is not opening. What 
would you suggest to her to enable her to open the website? 

Lab Activity . 

1. Open Google Chrome. Compare the start page of Google Chrome with that of 
Microsoft Edge and make a list showing comparison. 

2. Use a search engine to gather information on the seven wonders of the world. 
Write it on a chart paper. Also collect their pictures and paste on the chart paper. 

3. Gather information on various search engines using the internet. Prepare a 
document detailing the history of popular search engines. 
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Project . 

1. In your home, your friend's or relative's look for the ISP that you are using for 
accessing the internet. Look for information about the same on the internet. 

2. Make a chart on the history of internet. 

Explore More . 

Use the internet to find out which was the first web browser. List its features, 
advantages, and shortcomings. 

Weblinks . 

• https://www.history.com/news/who-invented-the-internet 

• https://whatismyipaddress.com/web-browser 

• https://www.webopedia.eom/TERM/B/browser.html 

• http://openbookproject.net/courses/intro2ict/web/web_browsers.html 

• https://study.com/academy/lesson/what-is-a-web-browser-definition-examples- 
quiz.html 

Work Wisely . 

Always take your parents' or elders' advice before searching anything on the 
internet. 

Notes for the Teacher 

> Update the class with the latest version of web browsers. 

> Share the latest developments in the IT world with the students. 

> Make sure the students have understood the basic concepts behind the technology 
involved in the internet. 
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Worksheet 1 


A. Choose the correct options. 

1. Which key combination is used to open the Thesaurus pane? 

a) Ctrl + F7 b) F7 c) Shift + Ctrl + F7 d) Shift + F7 

2. How many parts are usually there in a URL? 

a) Two b) Three c) Four d) Five 

3. In which type of the memory, data can be erased using the ultraviolet light? 

a) EEPROM b) PROM c) EPROM 

4. Where can you find the deleted files and folders? 

a) Recycle Bin b) This PC c) Desktop 

5. Which of the following tools gives a hazy effect? 

a) Rainbow b) Drip c) Edges 

B. Write the full forms of the following. 

1. ALU 2. TB 3. ROM 

4. WAN 5. ARPANET 

C. Who am I? 

1. I am a collection of slides. 

2. I appear when you switch on the computer and show you various small graphics. 

3. I am the volatile memory of the computer. 

4. lama pen shaped-device that is used to input commands on a tablet or smartphone. 

5. lama type of network that spans over different countries. 


d) ROM 

d) None of these 
d) Smudge 
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Worksheet 2 


A. Answer in one word. 

1. A view in PowerPoint that displays only the text of the slides 

2. A collection of web pages that are linked together 

3. A block used to perform the commands over and over in Scratch 

4. A key used to rename a file or folder in Windows 

5. A CPU part that controls all the operations of the computer system 

B. Identify and write down the names of the following devices. 

2 - c ^ 

V _ J 


C. State true or false for the following statements. 

1. A folder can contain files and folders in it. 

2. The file extension of a PowerPoint presentation is .pptx. 

3. The sprites pane contains thumbnails of all the sprites in the project. 

4. To delete a file in Tux Paint, you have to use the Delete tool. 

5. It is also possible to create a shortcut of a program on the desktop. 

D. Name the tab and group that has the commands to carry out the following. 

1. Setting page orientation 2. Indenting text 

3. Inserting Symbols 4. Adding a table 
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